Service Supervisor North East (Road Passenger) 

	Purpose:   Involvement in and direct supervision of the provision and development of road passenger.

	Key Responsibilities
	C o m p e t e n c i e s

	
	Skills and Knowledge
	Behaviours

	· Control, manage and regulate the operational quality and efficiency of all bus operations including contractors and recommend timetable alterations as necessary.

· Liaise with appropriate BE staff to ensure cost efficiencies are in place with regard to service auxiliaries. 

· Liaise as necessary with the managerial team on issues such as special events, college terms etc.

· Coordinate supervisory and operational requirements and take lead role in on-site supervision of special events.

· Ensure all relevant driving hour and working time regulations are complied with.

· Supervision of driving staff and administrative personnel.

· Ensure vehicle links are maintained and operated in most efficient way

· Rostering of staff as required in most efficient manner
· Complete performance evaluations on vehicles, drivers and administrative personnel.

· Coordinate driver training, induction, CPC, manual handling, fleet and route familiarisation etc.

· Ensure that all reports relating to staff are correctly investigated, reported and, where appropriate, brought to the attention of the relevant Manager.

· Ensure all collisions, incidents and injuries (including near miss incidents) are reported promptly and correctly on Incident Report Forms. 

· Incident Management –respond to incidents, ensuring the appropriate support and communication is in place.

· Ensure all Company policies and procedures are fully implemented and applied.

· Ensure that all Customer Communications, whether verbal, written or otherwise, are correctly logged and investigated with action taken as appropriate.

· Ensure the effective and efficient usage of computerised systems including:

· the pro-active use of the AVL and radio system for service regulation and control,

· Use of IT equipment and devices as issued by the company, e.g. handheld devices, LEAP card validators, smart phones / email devices etc.

· Responsibility for efficient cost control especially in relation to driver deployment and utilisation.

· Involvement in ticket checks and standard fare policy as required.

· Attend meetings with the Gardai, Local Authorities etc. in relation to road works, diversions, special events, service changes etc., as directed by Manager.

· Liaise as necessary with Managers, Administrative Staff, Garage Manager, and Sales Executives.

· Carry out any other duties as may be required.

· Implement DoE required service and ticket Inspections and procedures

· Assist in ensuring RP contractor documentation is valid
· Ensure all vehicle tachograph and Driver cards are downloaded as per company policy.

	· Motivational skills

· Leadership skills 

· Practical demonstration skills.

· Knowledge and understanding of driving hour regulations.

· Administrative skills.

· IT Systems.

· Time Management.

· Critical thinking.

· Knowledge of ticketing systems. 

· Knowledge of Quality performance indicators.

· Geographical knowledge


	· Interpersonal skills

· Communication skills – written and verbal

· Building relationships

· Influencing

· Customer focus

· Planning & Organising

· Resilience

· Managing and Supervising

· Personal responsibility

· Ability to work effectively as part of a team



	Dimension:  Member of Public Transportation Supervisory team.  Reports to Regional / Services Manager. Working week of 5/7 days.  Working relationships: Line Managers, Service Supervisory Supervisors, Drivers, Administrative staff, agencies outside of the CIE Group .


