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JOB DESCRIPTION TEMPLATE
						 

	1. JOB IDENTIFICATION

		 

	Job Title:                                         
	Transport and Leased Car Manager

	

	Responsible to:                    
	Head of Clinical Support Services South

	

	Department(s):                                             
	Transport Services 

	[bookmark: _GoBack]

	Directorate:                                                   
	I&SS

	

	Operating Division:                                       
	NHS Ayrshire and Arran

	

	Job Reference:
	800-3211

	

	No of Job Holders:
	1

	

	Last Update:                            
	April 2024






	2.  JOB PURPOSE

	The post-holder will be accountable to the Head of CSS South for strategic planning relating to all Transport functions in a healthcare environment.  Formulate plans to develop and enhance a patient focussed service in line with changing requirements.   Demonstrate effective leadership in Transport, fleet and lease car management, ensuring the key principles of supporting a diverse range of clinical services are met, equally developed and embraced.  This includes the management or approximately 640- multidiscipline vehicles numbering and 4,000 associated drivers. 
. 
The Transport Manager will be accountable to Head of CSS South, advising and certifying that the control, monitoring and transportation of dangerous goods comply with the ‘Movement and carriage of Dangerous Goods Licensing Requirements’ (ADR) providing assurances that AAHB’s fleet of Heavy Goods vehicles are controlled and maintained under the authority of the governments Vehicle and Operator Service Agency (VOSA) and all current UK, European and internal legislative controls are met.  
 








	3. DIMENSIONS

	
The post-holder is directly accountable for the provision of Fleet Management, The Carriage of Hazardous and Dangerous goods, Car leasing and Heavy goods operators licensing. This includes the multiple facets of operating an effective and efficient fleet of diverse and multimodal vehicles, being a primary requirement in the provision of patient care within Ayrshire & Arran.  Ensuring that the provision of a comprehensive transport and legislative advice line is available to all staff levels, including director level, Community Nursing & Early Years, Health Visitors, Dental services, Midwives, Adult and Elderly Mental Health, Laboratories, Procurement, Estates and Hotel services, Scottish National Breast Screening Service and all other departments.  

In addition to this, the post-holder is required to be flexible in developing the role and is expected to represent NHS Ayrshire & Arran at a national level, communicating with external partners and Scottish Government Departments on NHS Ayrshire & Arran, NHS Scotland and Shared National transport services in the development of Scottish strategies in specialist areas of fleet management, procurement, operators licensing and the carriage of dangerous goods.

The post-holder directly manages a team of staff employed to support in the provision of these services and will be required to travel frequently between all Ayrshire and Arran sites, travel to other NHS sites throughout Scotland and various contractor sites within the UK. The departments operate with a WTE staffing level of 3.8, with the following resource responsibilities:

	


Car leasing 
Transport 
Lease Costs
Insurance  
	Staffing 


£78,758
£48,330

	Supplies



£120,814
£1.9 million
£495,000

	
	
	




	4.  ORGANISATIONAL POSITION


	
	Assistant Director 
Estates and Clinical Support Services

	

	
	

	

	
	Head of Clinical Support Services (South)

	

	
	
	

	
	Transport and Car Lease Manager



	

	Car Leasing Supervisors
 (3)

	
	Transport Administrator
(1)

	
	
	





	

	5.   ROLE OF DEPARTMENT

	
The role of the department is to be key in the delivery of an area wide clinical service in providing an essential, reliable and comprehensive range of support services thus ensuring a fleet of multimodal vehicles and equipment is available to all Ayrshire & Arran staff including areas of Clinical governance and non-clinical support services. To achieve this, all vehicles and equipment are maintained to the highest level incorporating an established comprehensive pre-planned maintenance and breakdown programme in conjunction with all essential, statutory and mandatory requirements. These being promulgated by Scottish, UK and European governments and by the Scottish Executive’s Health Department with all procedures being adopted by NHS Ayrshire & Arran.





	6.  KEY RESULT AREAS

	
Fleet Management 

1. The post-holder will be accountable for the development, implementation and management of a comprehensive Fleet Programme for vehicles and equipment in use by NHS Ayrshire & Arran. Ensuring best value, best practice and a high level of duty of care is maintained. A significant level of technical knowledge and experience is required to achieve this. 

2. As a major component of this, the responsibilities will include the development of all transport policies and strategic planning, the devolvement of long-term planning in the ever-changing landscape of all legal and legislative controls and requirements crucial in the operating of a commercial fleet of vehicles. 

3. The post-holder will provide all service users with expert advice on Transport services including audit facilities, vehicle availability, operating costs and standard and special vehicle design, construction and availability.

4. Ensure that the continuation of AAHB’s transfer of the existing fossil fuelled fleet vehicles to full electric is maintained and within the Scottish governments target dates. Promote electric and hybrid vehicles where possible as part of the NHS car leasing scheme and its commercial vehicle operation.  

5. Ensure that all Transport Protocols are strategically planned for the long term, reviewed and updated on a minimal bi- annual basis in line with mandatory and statutory legislation applicable to UK and EU transportation.  These will be planned within essential levels of duty of care, ensuring that all risks are identified and managed appropriately, and that NHS Ayrshire & Arran meets its overall corporate objectives.  

6. The post-holder will be responsible for developing and implementing a programme of planned maintenance.  The post-holder will also be required to manage this programme ensuring all activities are planned, documented and monitored and carried out in scope of all legislative measures set out by the department of transport (DOT), the Vehicle and Operator Services Agency (VOSA) and the carriage of dangerous goods in the UK and EU (ADR).
	

	7. The post-holder will be accountable for the development and maintenance of a comprehensive accident management procedures designed to minimise the organisation’s annual insurance premiums and claims experience, by using a positive monitoring approach to all claims and using the experience gained to improve driving awareness skills etc if required. 

8. The post-holder will be responsible for the development and management of an electronic process ensuring that all driver essential documentation is kept up to date and in line with the organisation’s duty of care, risk management protocols, the Corporate Manslaughter Act and all other statutory and mandatory requirements.


	9. Work in close collaboration with external agencies such as NHSS National procurement all national and government services to ensure the procurement of all special types, patient carrying, and commercial vehicles are through both the competitive tendering process and current national contracts.  The responsibility for this sits in conjunction with NHS Ayrshire & Arran Health Board’s short- and long-term business plans and achieves best value through long term strategies and careful planning for the organisation and its employees.


	10. To take organisational lead and management of the procurement of NHS Ayrshire & Arran vehicles to ensure that these vehicles are no more than 4 years old, resulting in a cost-effective route of procurement, mechanically reliability and promote the professional image the organisation would wish to portray. 


	11. Ensure that detailed procedures are in place to ensure Managers, Supervisors, Team Leaders and Drivers are fully aware of their responsibilities. This includes offering guidance and advice on how to deal with routine and emergency transport situations and ensuring a technical helpline is available from the department.  This will ensure that driver safety is maintained, and that vehicle downtime is kept to a minimum ensuring core duties and duty of care is maintained for both the patient and member of staff.


	12. Responsible for the provision of advice and guidance relating to the Management of occupational road risk in relation to driving activities.  This will include provision of driver checklists.


	13. To manage revenue expenditure in relation to all vehicle associated costs and be able to demonstrate this is tightly controlled and in line with projected annual budget out turns.  This includes ensuring best value for money, ensuring Standing financial instructions are followed, charges are correctly allocated and providing advice on where CRES savings can be made, based on audit and analysis of vehicle use, performance and procurement method. 

14. Provide reports on the detection and prevention of fraudulent use of vehicles and associated services. Work with Central legal office, NHS Counter fraud service and Solicitors from both NHS insurers and those from third party insurers to recoup losses. 

15. Organise and implement tenders via National contracts to ensure best value for money for Transport services on behalf of NHS Ayrshire & Arran and fellow boards.  


	Transportation of Dangerous Goods
 
1. To take organisational lead which maybe via a third party provider on expert advice to NHS Ayrshire & Arran that all products associated with and classified as ‘Dangerous goods’ are carried safely and within the scope of ‘The European Agreement concerning the International Carriage of Dangerous Goods by Road and Sea (ADR) and the legal requirement to provide annual reports on incidents and issues are reported in the correct manner.

Operator’s licence

1. To take organisational lead and provide expert advice to NHS Ayrshire & Arran that NHS Ayrshire & Arran’s fleet of heavy Goods Vehicles operate under national legislative controls set by the Vehicle Operating Standards Agency (VOSA).  This requires the organisation to hold an operator’s licence as a mandatory requirement. To hold an operator’s licence, it is necessary that NHS Ayrshire & Arran appoint a Transport Manager holding the qualification provided by Royal Society of Arts, a Certificate of Professional Competency (CPC).  Accurate management of an operator’s licence is a legal requirement to operate a fleet of commercial vehicles.

2. The legal requirements associated with this are: -
· All changes to mandatory driver training and legislation are passed to relevant managers.
· To ensure an intensive vehicle inspection and maintenance program is in place with available access to the Vehicle operating Standards Agency (VOSA).

Property Asset Management Strategy (PAMS )

1. To collate, adjust and provide the Property service department with all relevant Transport information annually and in advance of National, PAMS submissions to Scottish Government in respect of budgetary, dimensions, insurance and fuel cost information of NHS Ayrshire & Arran fleet of vehicles and horizon scanning for future developments.

Telematics 
1. Analyse, convert, prepare and provide detailed reports to department heads on vehicle operating data including fuel use, mileage, routing, idling and speeds, with the purpose of mitigating vehicle running costs and eliminating driver issues and any unnecessary mileage travelled.  

Car Leasing

1. The post-holder will be operationally accountable to manage and provide an area wide service of leased cars to staff at all levels of who have a requirement to carry out business use on behalf of NHS Ayrshire & Arran.  Car lease contracts are National contracts procured centrally via a UK central portal which the transport manager has membership.

Accident Management

1. The department will manage all aspects of vehicle related accident / incidents from initial phone call through to the repair of the vehicle including the processing of all related legal matters and administration.

2. Development of an accident management programme. Recording and dealing with all vehicles related incidents and processing in a professional manner. Ensure the repair process is carried out as per procedures, including the handling of all legal and third-party issues and the collection of any uninsured losses that may be due to NHS Ayrshire & Arran.




	


	7a. EQUIPMENT AND MACHINERY

	· Computer keyboard, printer, scanner 
· Photocopier 
· Telephone/mobiles
· Laminator
· Various cars
· Various commercials including HGV and PCV 
· Specialist vehicles with modifications
· Trailers
· Refrigeration units
· Trolley jack
· Vehicle Booster pack


	7b.  SYSTEMS

	1) Specialised externally supplied databases

Vehicle Operators licensing (VOSA)
ADR (Carriage of Dangerous Goods services)
Car Fleet Control (CFC), 
Motor Insurance Database 
DVLA Databases
All Star Fuel Card system 
Lease company online databases
Vehicle Operating Standards Agency (VOSA) ADR
Vehicle and equipment Telematics

2) Pecos
3) Internet/Intranet – Athena Administrator, Microsoft Teams
4) Learnpro,
5) Microsoft office packages, e-mail, intranet, Internet
6) Telephone / Mobile phones system








	8. ASSIGNMENT AND REVIEW OF WORK

	The post-holder will require to analyse and interpret all legal and legislative information on the carriage of dangerous goods, goods vehicle operator’s licence and insurance matters, and provide expert advice.

Annual objectives and targets are agreed with the Head of Clinical Support Services-South, in conjunction with organisational requirements. Performance is reviewed regularly and assessed against the annual outcome. 

Work is received from all levels within Ayrshire & Arran Health Board and from external sources; there is however continual self-generated needs in accordance with the identification of potential problems and cost-effective solutions.  The requirement to operate a legal, cost effective transport service within the boundaries of all legal and legislative requirements is paramount, decision making in all of these areas at the highest level will be required to be made on a regular basis.

The Transport Manager will work on the basis of anticipated organisational needs and prioritise accordingly 


	9.  DECISIONS AND JUDGEMENTS   

	
The position will require on behalf of the organisation to make important decisions and judgements regarding financial, Legal and budgetary matters. There will also be a requirement to make the same level of decisions and judgements in the area of the design, specification and manufacture of vehicles such as purpose built special types.

It will be necessary to make instant accurate decisions and judgements on areas such as breakdowns, road traffic accidents and all other areas than may have a major impact on driver safety, capital and revenue budgets.

· The Job holder will make high level decisions using expert knowledge and considered opinions   when answering to the Assistant Director of Estates and Facilities on matters relating to the strategy on the carriage of dangerous goods including hazardous chemicals, gases, clinical waste and radioactive materials under The European Agreement concerning the International Carriage of Dangerous Goods by Road and Sea (ADR)

The Job holder will make high level decisions and answer to the Assistant Director of Estates and   Facilities on matters relating to NHSAA’s commercial vehicle operator’s licence in line with legislation under the Vehicle operating Standards Agency (VOSA).
·  Judgements made and decisions taken in relation to action required meeting information governance standards and legislative requirements.

· The jobholder gathers comprehensive information and is expected to determine quality/quantity of information required by various levels of management and produce reports accordingly for i.e. Director/ Assistant Director, Head of Service and other Management bodies on a regular basis using specific databases and spreadsheets.  









	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Within the resources and staff available, manage the demands of the wide spectrum of Transport, Car Leasing requirements within the boundaries of changing legislation. To accurately advise the senior management team on matters regards the carriage of dangerous goods and the commercial vehicle operators licensing and to advise staff at all levels of legislative and legal requirements. It will also be required to bid and negotiate for resources via both revenue and capitals budgets and ensure that the best value for money is obtained while maintaining quality and robustness. 

To facilitate the optimum use of physical resources and to maximise the arrangement of 
Transport requirements in assisting with the provision of Patient care Board wide.

· Contribute to the budget setting of own services and supporting other managers to make CRES in relation to transport issues
· Dealing sensitively with complaints from patients, staff and other drivers and their legal representation 
· Dealing compassionately with staff in relation to bereavements; terminal illness; counselling; disciplin- 
ary matters; grievances  
· The post-holder will be expected to be proactive and show initiative when investigating more demanding aspects of the job regarding user demands.
· To be able to think and act quickly should the need arise. i.e. Road Traffic Accidents, fuel crisis, adverse weather conditions.
· Dealing sympathetically with complaints and issues regarding vehicles and their drivers, delivery of vehicles, breakdowns etc.




	11.  COMMUNICATIONS AND RELATIONSHIPS

	· The post-holder is required to communicate often highly complex legal interpretation and advice to senior management within the Board.  This can often result in a reluctance to accept the service and financial implications caused by legal restrictions.  

· The post-holder will be required to advise senior management on the most appropriate application of legislation.  An example of this would be to provide legal advice on the application and implications of the Dangerous Goods Act.  

· This will involve the post-holder ensuring that processes are in place to record, store and disseminate relevant facts and records that meet with current legislation.  This will require the post-holder to be responsible for providing often highly complex and detailed information to internal and external bodies.  

· The post-holder will be responsible and accountable for any communication or negotiations with service users and service providers.  This can often be complex, detailed, highly confidential and in a volatile environment requiring the highest levels of tact and diplomacy.  This will also have a direct link to the Transport of Dangerous Goods Act to ensure that the fleet is fit for purpose, whilst ensuring the organisation obtains the best financial outcome.  This will include agreeing and negotiating contract costs and that the fleet is situated strategically across the organisation to meet service demands.  

· The post-holder will also have direct contact with service users following traumatic situations or trauma as a result of road traffic accidents.  The post-holder will be required to provide reassurance and advice, whilst supporting a member of staff and also carrying out a sensitive investigation to establish the facts and potential outcomes, to ensure they are able to provide staff and the organisation with the most appropriate action and guidance.  They also have to inform individual members of staff they are no longer allowed to drive vehicles because of restrictions on their licences.  

· As a line manager, the post-holder will be required to be involved in discussions and negotiations with staff in relation to performance management and as a first line manager being involved in disciplinary and grievance issues which requires tact, diplomacy and empathy ensuring staff are treated in line with the organisation’s cultures and values.

· Provide information in response to received FOI in relation to Transport fleet and its protocol.  




	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

			Physical Skills 

	· The post-holder will be based in administrative accommodation with the expectation of light physical effort and is required to sit at a keyboard and monitor.  A combination of sitting, stand- 
ing, walking for a significant proportion of the working day.
· Allocate and inspect vehicles on campus sites.  
· In addition, they will be expected to operate various types of motor vehicles including HGVs and passenger vehicles and plant equipment.

	Mental Effort  


	· Require concentration when analysing data, checking documents and preparing audit information. 
· Have a high level of Computing / Keyboard skills.
· Competency when answering queries from all levels of staff who require immediate clear advice, guidance and support
· Focus when preparing presentations, training staff on vehicle upkeep and vehicle monitoring systems and to ensure the delivery of all key result areas.    
· Requirement to switch tasks, work changeable patterns and have the ability to think quickly and act quickly in given situations
· Able to work under pressure when constantly being interrupted and have the ability to pick  
      up where left off.

 
· Dealing with all manner of personalities and situation.
· Ability to prioritise within an extremely changeable work pattern.
· Competency and accuracy when completing for example: purchase orders, insurance docu-ments, and personal information while working under duress.

	Emotional Effort 


	· Dealing with staff that may be distressed / shocked etc when contacting the department as a  
result of an accident. 
· Negotiation with contractors / manufacturers over disagreements with work standards.
· Dealing with third party solicitors
· An extremely high level of technical and customer services experience is required, most importantly is the ability to maintain an enthusiastic, helpful and pleasant manner while dealing with staff, when both parties are potentially under considerable strain. 
· Requirement is necessary to handle enquiries, advise and make important top level decisions  
on a regular basis with speed, accuracy and compassion





Environmental Effort
· The post-holder will be based in administrative accommodation, but may require to visit all properties of the division and required to visit other sites nationally in inclement weather conditions and in all seasons.
· The allocation or return of a vehicle, or assessing the damage to a vehicle very often takes places in very unpleasant weather conditions as this is always a job which is required outside.
· The post-holder is sometimes required to deal with highly sensitive, complex and controversial information relating to Carriage of dangerous goods and Vehicle operators licensing.
· Exposure to distressing or emotional circumstances occurs on a regular basis, where vehicle staff related vehicle incidents with the general public are reported. 
· Dealing with badly damaged vehicles, procuring a replacement vehicle, and the need to mitigate costs.
· Stress due to time constraints of drivers when arranging repairs, services etc.
· The post-holder requires the ability to maintain a professional manner when faced with aggressive or difficult situations, ie confidence to deal with anxious & distressed drivers post accident or pre court appearance.
· Have the ability to deal with numerous helpdesk difficulties, ensuring situation is resolved to the customer’s / organisations satisfaction.









	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	The post-holder will ideally come from a mechanical and engineering background, educated to Degree level and hold professional certificate of competency from the Royal Society of Arts. 

They should have extensive and successful experience managing a transport fleet of similar proportions and complexities and be able to demonstrate the technical and organisational skills required to manage such a diverse fleet .It will also be necessary to have complete awareness and understanding of the varied requirements within such an organisation.     
  
Membership of a motoring institute and is,
· Educated to Degree level or equivalent qualifications/experience. 
· Post-graduate (Diploma) or equivalent qualifications/experience technical knowledge and experience of managing Transport/ Leasing / Insurance / Customer services related environment. 
· Member of relevant professional association. 
· Has previous budgetary management.
· Knowledge of car insurance and claims protocols.
· Knowledge of Road traffic law and leasing procedures. 
· Good presentation, communication and interpersonal skills.
· Record of working successfully across professional boundaries.
· High level of knowledge in the use of Microsoft Office suite.
· A high standard of computer literacy and a bespoke transport database.
· Ability to work on own initiative.
· High level of organisational skills in a demanding office environment.
· Communication / negotiation skills.
· Knowledge of NHS A&A or similar organisations Transport Policies and Procedures.
· Ability to prioritise and organise daily workload.
· Well-organised and able to work under pressure delivering high quality in constrained timescales.
· Full Driving licence. 
· Self Motivating.
· Good team player.



5

	



image1.png
NHS
hﬂ
Ayrshire
&Arran




