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Vision Business Support Services is a subsidiary company of West Nottinghamshire College.


Post Room Assistant / Driver

Ref: VBSS20.12
1. The Appointment

The purpose of the role is to assist with post room duties which include checking, accepting and signing for deliveries to and from college including recorded deliveries, parcel deliveries and use and understanding of franking machine for franking of external mail.  The successful candidate will also be responsible for the sorting of mail and distributing mail both external and internal to other college sites daily.  You will also use electronic systems for the issuing of staff parking permits along with ensuring correct visitors signage is displayed in the visitor’s car park which is updated daily.
As part of the role you will be required to meet Government criteria set out below in order to drive the College minibus fleet to assist staff and students to get to and from various college sites. You will be available for any long distance driving and some out of hours working will be required.  You will also be responsible in ensuring the college cars and mini buses are refuelled and kept clean both externally and internally as well as reporting any faults in vehicles immediately to your line manager. 
The Government conditions you must meet are:

· you’re 21 or older

· you’ve had your driving licence for at least 2 years

· you meet the ‘Group 2’ medical standards if you’re over 70 - check with your GP if you’re not sure  you meet the standards
· If you got your driving licence after 1 January 1997, you’ll need to hold a D1 licence, which entitles you to drive a minibus.

Further information can be found at https://www.gov.uk/driving-a-minibus.
As part of your duties you will be required to provide a service to students with learning difficulties/disabilities.

It is essential that you are sympathetic to the Colleges commitment to inclusive learning and have a friendly and supportive manner.
The successful candidate will be part of the Post Room team and report to the Campus, Housekeeping and Transport Services Manager.
The role will require you to embed the college’s values; Respect, Integrity, Collaboration, High Expectations, Responsibility. 
2. The Post

2.1 Main Duties and Responsibilities

a)
To provide administrative support to the team using electronic computerised systems. 

b) 
To ensure the efficient and effective running of the Post Room/Car parks & driving duties.

c) 
To maintain Health & Safety standards particular to the transportation of students.

d) 
To ensure vehicles are inspected and cleaned on a weekly basis.

e) 
To maintain all necessary documentation i.e. vehicle safety checks.

f) 
To maintain a professional relationship with staff and students at all times.

g) 
To be available for porterage duties across all sites and to assist the Premises Team when necessary.  

h)          To receive and inspect deliveries and ensure they are distributed to the appropriate areas at any West Nottinghamshire College site. 
i)
To answer the telephone in a polite and courteous way.
j)           To assist with car parking facilities including creating car parking reservation signage and 

              directing people to appropriate car parking areas.

k)           To receive, sort and distribute incoming mail and parcels and other external post.

l)             To sort and consign internal mail to other College sites.

m)          To complete franking of mail and posting of external mail including recorded deliveries, 

                registered post etc. 

n)            To receive, sort and distribute internal mail, including deliveries from other College sites.

p)           To assist the Premises team with de- icing and the gritting of paths and car parking areas. 

2.2
Other Responsibilities

a)
To uphold and promote college policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with the college’s own safeguarding policy and practices and attend training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the College.

f)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	Literacy to at least level 2 or willing to work towards within 6 months
	(
	

	Numeracy to at least level 2 or willing to work towards within 6 months
	(
	

	Experience:
	
	

	A full, clean driving licence held for a least 2 years with D1 entitlement as a minimum.
	(
	

	A 7.5 tonne category licence – PCV (passenger carrying vehicle – 8 persons or more). 
	
	(

	Up to date and relevant experience in driving
	(
	

	Recent relevant practical experience
	(
	

	Skills /Knowledge
	
	

	Excellent communication and interpersonal skills
	(
	

	Experience of using office technology packages, including word processing applications, spreadsheets and databases
	
	(

	The ability to work as a team
	(
	

	Demonstrate a commitment to safeguarding and promoting student welfare
	(
	

	Qualities
	
	

	Accuracy and attention to detail in all tasks
	(
	

	Ability to work as part of a team
	(
	

	Demonstrate an ability to take responsibility for own and others Health and Safety at work.
	(
	

	Flexible and adaptable approach to work
	(
	

	Adaptable, positive and reliable
	(
	


4. Position within the College

The Post holder will be part of the Post Room team and report to the Campus, Housekeeping and Transport Services Manager. 

5. Terms & Conditions

a) The post is offered on a Vision Business Support Services Contract. 
b) The salary will be VBSS Support Band 3, £17,040.00 per annum. This is a spot salary.
c) You will be entitled to 25 days leave, plus bank holidays. Up to 5 days leave can be directed for efficiency closure.

d) You will be required to work 37 hours per week on a flexible basis.

e) The post holder may be located at any West Nottinghamshire College Group site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.

6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by Wednesday 11th March 2020 at 5pm.
Interviews are scheduled for Friday 20th March 2020. 
www.wnc.ac.uk/vacancies
THE COLLEGE GROUP PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 
The college group is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Posts may be subject to DBS check. The successful candidate will be required to pay for the DBS check .themselves; the cost will automatically be deducted from their first salary payment. This is currently £44. 

It is an offence for anyone who is barred by the ISA from working with children and or vulnerable adults to apply for this position.
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