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OWLS / BRAMLEY ELDERLY ACTION 
JOB DESCRIPTION: TRANSPORT WORKER  

 
Hours:  12 hrs per week basic, with up to a further 12 hours (if needed by the service) 
Grade:  £16,491 (pro rata) 
Leave: 28 days plus statutory bank holidays (pro rata) 
Employing Body: Bramley Elderly Action (BEA)  
Line Manager: Business Support Manager 
BEA’s Mission statement: To provide support, motivation and opportunities for older 
people and to promote the value of older people in the community.  
 
Purpose of the job: 
To provide efficient, safe, reliable & friendly  transport and support to other staff for front of 
house duties.  
 
Key Tasks: 

1. To undertake driving duties transporting members to events and activities. 

2. To work with and support other staff and volunteers to effectively deliver the 

organisation’s transport system; ensuring an efficient and effective system is in place 

and updated in line with service requirements. 

3. To ensure vehicles are always fit for purpose, maintained in accordance with current 

legislation and kept in a roadworthy condition; including daily safety checks, refueling and 

cleaning of vehicles. 

4. To keep accurate transport records and to communicate with staff and volunteers on 

safety and the maintenance status of vehicles. 

5. To respond effectively and efficiently to requests for support, including emergency 

situations. 

6. To organise and undertake weekly shopping trips for members. 

7. To take responsibility for charging, receiving and safe keeping of monies and ensuring 

that this is transferred to the office at the end of each duty. 

8. To assist with other activities e.g. extra care trips; office support to other staff. 

9. To assist in sharing information with older people about the organisation’s activities. 

10. To organise regular safety checks, MOTs, the taxing of vehicles and to support the 

procurement of required insurance and any necessary claims. 

 
General Requirements: 

 To work in co-operation with all staff, volunteers and the Board. 

 To undertake general office administration duties as necessary. 

 To provide appropriate cover for other staff at times of sickness, holiday or crisis. 

 To receive managerial supervision, attending one-to-one meetings and team meetings 

as required. 

 To help identify and undertake agreed training. 

 To recognise and work within the agreed policies and procedures of the organisation 

including safeguarding procedures. 

 To work within an equal opportunities framework. 

 To assist with and be pro-active in fundraising.  
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 Action and meet the organisation’s values and ensure our standards are of the highest 

quality.  

 To be a positive team member, contributing to a well run team-working environment 

through input of new ideas, support of colleagues and excellent internal communications 

skills.  

 To assist in any other areas that may be required.   

 

 

PERSON SPECIFICATION  
  
Essential Desirable 
  
3 Years experience driving professionally. 
 

Knowledge of the locality and surrounding 
areas. 
 

Experience of working with disabled or 
vulnerable adults. 
 

D1 on the licence. 

Offer subject to full enhanced DBS 
clearance. 
 

Current MIDAS qualified. 

Flexibility, availability and the ability to work 
to a tight time schedule. 
 

Experience of working with volunteers. 

Physical ability to transfer shopping from 
shops to minibus and deliver to people’s 
homes. 
 

Knowledge of issues faced by BEA / OWLS 
members and sensitivity to the challenges 
elders face. 

Physical ability to push wheelchair users. 
 

Training in wheelchair handling. 

To possess a full UK driving licence and be 
prepared to undertake and pass MIDAS 
minibus training within a 3 month 
probationary period. 
 

Experience of maintaining the safety of 
minibuses. 

Honest, reliable and a positive attitude to 
combat discrimination on any grounds. 
 

Ability to use IT systems including email, 
mobile phone (text), database and general 
PC software (Word, Excel). 

Commitment to improving the work we 
deliver. 

 

 


