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	SECTION A - POST INFORMATION – TO BE COMPLETED BY HIRING MANAGER
	

	Note: Managers are reminded to ensure discussions have taken place with Trade Union colleagues regarding vacancies, via the JOG meeting or other appropriate method, and to keep a record of these discussions.
gmb@bolton.gov.uk   and  admin@unisonbolton.org  
	

	Job Title
	TRANSPORT ADMINISTRATOR
	

	Team
	Mayor Street Depot
	No of Posts
	1
	

	Hours  
	20
	Shift pattern if applicable
	N
	

	Grade
	C
	Additional Allowances e.g. Essential Car User
	N
	

	Contract Type e.g. Permanent/FTC
	Permanent Termtime Only
	Duration of Fixed Term Contract
	
	

	Location of post
	Mayor street depot
	Position Number
	70515
	

	Essential Requirement as per person specification.
Please put a ‘X’ against the applicable criteria. 
	Driving –
	Yes
	

	No
	X


 
	Qualification – 
	Yes
	

	No
	X



	Age restrictions – specify 
	Yes
	

	No
	X



	DBS –
	Yes
	X

	No
	



	

	Level of advert requested– tick one
	Redeployees only
[bookmark: Text96]     
	[bookmark: Text961]Internal      
	[bookmark: Text962]Agency ringfence      
	[bookmark: Text963]External      
	

	ADVERT WORDING – please refer to the guidance notes and do not use bullet points or numbers in the sections below

	

	The Role: 
Bolton Council are looking to recruit a Term time only Transport Administrator to support a new business support team and the work of the Transport Operations team.

You will be responsible for supporting the Operations Team with the day-to-day delivery of the transport service. You will be expected to engage with Passenger Assistants who accompany customers on their journey and provide support and guidance on a day-to-day basis. You will administer requests for transport and deal with queries from service users, parents and transport operators. 

The hours will be 07.00 – 11.00 
We can offer:
Training and development opportunities
Health and wellbeing services.
Pension Scheme – local government pension scheme.


	

	About You: 
We are looking for candidates with:

Some experience of working in an administrative environment, computer literate, and a good understanding of Microsoft Excel spreadsheets.

Good literacy, numeracy, and communication skills.

You will have and be able to

A good working knowledge of the Bolton area
Able to prioritise a demanding workload, ability to meet deadlines and manage time effectively.
Knowledge and experience of using computerised/digital systems

	

	About Us –  DO NOT AMEND
This is your opportunity to join us at an exciting time as we have strong ambitions for the borough.  

Bolton is a great place to work. We are a welcoming organisation that wants to contribute to a place where people feel active, connected and prosperous. We are passionate about improving the outcomes and experience of Bolton people. We want Bolton to be a vibrant place built on strong cohesive communities, successful businesses and healthy, engaged residents. 

As an employer we want to thank our employees for their hard work and commitment, by giving them the opportunity to access a range of exclusive rewards and benefits, including discounts and exclusive gym membership prices and salary sacrifice schemes. In addition, we offer a generous annual leave allowance, flexible work opportunities, access to a Pension Scheme, as well as a range of employee wellbeing and support services.   


For more information please see the Work with Us page on greater.jobs 
	

	Mandatory Statements  - these will be included automatically on applicable roles:
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  A Standard DBS check/Enhanced DBS with check of relevant barred list is therefore required for this post.

This post is a designated customer facing role under the fluency duty and requires a specified level of spoken English as per the person specification. 

This organisation has signed up to the Greater Manchester Continuous Service Commitment. That means we will recognise your continuous or ‘unbroken’ service in any Greater Manchester local authority or NHS organisation, Transport for Greater Manchester, Greater Manchester Fire and Rescue Service or Greater Manchester Combined Authority, giving you access to our service-related benefits.
	

	INTERVIEW ARRANGEMENTS:  
	Name
	Email address
	Contact number
	

	Chair (will be named in advert unless you advise not)
	Andy Colderley
	Andy.Colderley@bolton.gov.uk
	
	

	Panel Member 1  
	TBC
	
	
	

	Panel Member 2
	TBC
	
	
	

	Interview Date & Location if known, date will appear in advert :
	Week commencing 20th Jul @ Mayor St Depot, BL3 5DT
	

	Contact on Arrival:
	Jane Roscoe
	

	Test/presentation as per person specification:
	Test (Microsoft Office)
	

	Type of application form
	CV only
[bookmark: Text964]     
	CV and Covering Letter
[bookmark: Text965]     
	Open box
[bookmark: Text966]     
	Targeted Questions (max 3.)
[bookmark: Text967]     

	Please note the targeted questions in this space. 
	Example:
1) Explain why it’s important to work as part of a team and what skills you need to do so.
2) Describe your experience of working with minimum supervision and using your own initiative to complete tasks. 
3) Describe your experience of working within a busy customer-focussed environment to deliver quick and efficient sales. 


	Additional Media Request
		Facebook/Instagram
We are limited to the number of posts we can make each day and cannot post every role.   If you specifically want your role including, please specify here but note that it may not appear immediately after advertising.  You can also post on your own professional networks.  
Please follow us:
(Facebook – Bolton Council Careers Instagram - BMBCCareers)

Professional roles only will be shared on Bolton Council’s LinkedIn account.


[bookmark: Text968]     

	Other 
(Please specify – i.e. Specialised publication)
[bookmark: Text969]      

Cost Code
[bookmark: Text9610]     






Please ensure you have completed all relevant sections, then return to your HR Department for approval, along with your job description/person specification and business case. For advice on completing this form, or the recruitment process in general, speak to your own HR Department or Corporate HR on x8515.

	SECTION B – AUTHORISATION - TO BE COMPLETED BY DEPARTMENTAL HR 

	HR Contact
	Rachel Duffy

	Level of advert release– tick one
	Redeployees only
[bookmark: Text9611]     
	[bookmark: Text9612]Internal      
	[bookmark: Text9613]Agency ringfence      
	[bookmark: Text9614][bookmark: _Hlk174443438]External      



Guidance Notes:  The below outlines what you should include in each section with a couple of working examples.  Aim for 50-75 words ideally for each section, with a maximum of 100 to keep it succinct and your advert looking neat on the page.
The Role – outline the key duties of your post so the person knows exactly what is expected of them – don’t waste words detailing the salary/fixed term details, etc. as these will be added at the top of the advert.  
Example 1 – Refuse Loader
Working as part of a team, you’ll provide a waste collection service to householders across the borough, helping to keep our recycling rates up and reduce litter on our streets.  
Example 2 – Commissioning Officer
Working  in a busy office environment, you’ll redesign and commission services for Older Adults, taking a key role in reviewing services, report writing and building market capacity. 

About You – give some details of what your ideal candidate looks like – what qualities, qualifications, skills and experience they will need.
Example 1 – Refuse Loader
Happy to work in all weathers and with a good level of physical fitness, you’ll be task focussed and motivated to get the job done.   Previous experience is not necessary but you’ll need to be able to follow instructions and work to strict deadlines.   You’ll be required to have a flexible approach to working hours, as we start early and work on Bank Holidays. 
Example 2 – Commissioning Officer
With a demonstrable understanding of the operation of Health & Social Care Services, and excellent all-round communication skills, you’ll plan prepare and write complex reports and strategies to commission services for Older Adults.   You’ll also need well-developed networking and influencing skills to build relationships with internal and external customers.
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