

	


OLDHAM COUNCIL

JOB DESCRIPTION


	Job Title: 

	Taxi MOT Receptionist

	Directorate:  
	Place
	Division/Section: 

	Environment

	Grade:  

	2
	JE Reference:
	11223




	Job Purpose


	To provide support to the testing depot on behalf of the Licensing Service to facilitate communication between vehicle owners and testers and respond to queries and provide assistance as needed.


	Key Tasks


	To carry out the duties and responsibilities of a Taxi MOT Receptionist and, for that purpose, work within the Council’s approved policies and statutory duties in relation to aspects of Licensing as required.

Be responsible for the collection of keys from vehicle owners as they arrive at the depot for their appointed test. Keys are then to be transferred to the relevant tester due to carry out the vehicle inspection.

At the end of inspections, receive the result sheet from the tester and discuss any matters that need to be referred over to the vehicle owner.

Liaise with the vehicle owner at the end of test, providing any information given by the tester, and handing keys back over to the correct vehicle owner.

Understand and use the Licensing Services vehicle booking system to include updates to incorrect vehicle registration numbers, booking or moving test appointment date/times, and any other matters as needed.

Provide advice and guidance to vehicle owners on the next steps of the process following vehicle testing in line with Licensing procedures. 

Have a basic understanding of taxi related policy regarding vehicles with a view to providing advice and guidance to vehicle owners as needed at the depot.

Manage the taxi test mailbox where incoming queries/complaints regarding tests are received. Where general queries are made, respond to these as required. For complaints that need specific testing knowledge or responses, refer to the appropriate manager at the depot for response.











	Standard Duties:


	
1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.





	Contacts: 
Colleagues within own team and the rest of the council, internal and external service users.
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	Relationship To Other Posts In The Department:


	Responsible to: 

	Licensing Technical Support Lead / Licensing Manager

	Responsible for:
	N/A



	Special Conditions: 
The current hours for the taxi depot are Monday to Thursday 7:45am to 3:45pm and Friday 7:45am to 2:45pm.

In accordance with Section 77 of the Immigration Act 2016, this post requires the ability to converse with ease with members of the public and provide advice in accurate spoken English.






















	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
· We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves.

	
We have five Behaviours which outline the priority areas of focus for staff at all levels:

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.





	
	DATE
	NAME
	POST TITLE

	Prepared
	April 2026
	Nicola Lord
	Principal Licensing Officer

	Reviewed
	
	
	

	Reviewed
	
	
	



OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:      Taxi MOT Receptionist

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	Sufficient literacy and numeracy to undertake the tasks and duties of the role
	
	
AF



	
Experience

	Experience of a range of general office systems and procedures

Experience of working with members of the public, or other service users, including a demonstratable understanding of the concept of customer care


	

	AF / I


AF/ I






	
Skills & Abilities

	Ability to work under pressure

Ability to remain calm and confident when dealing with confrontational situations face to face 

Ability to communicate effectively verbally face to face with persons 

Ability to converse with ease and provide advice in accurate spoken English.

	
	AF / I


AF / I


AF / I



AF / I




	
Knowledge

	Understanding of Data Protection and the need to keep personal data secure and confidential

	
	AF / I

	
Work Circumstances

	
Able to work, on occasion, outside normal office hours
	
	
AF / I



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test





NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, those who are aged 24 or under and have previously been in or currently in care, those that are carers, and those whose last long term substantive employer was the Armed Forces.

