
 

 

 
 

Transport Services Co-ordinator   
 

 

Responsible to  Chief Executive Officer 

 

Line Managed by The Operations Manager 

 

Responsible for Scheduling NHS Transport Requests and Vehicles, 
Deployment of Paid and Volunteer Drivers, Passenger  
Post Trip Processing 

 

Introduction 
 
The Transport Co-ordinators are members of the Transport Services Co-ordination 
Team, responsible for the delivery of a range of high standard passenger transport 
related services.  As such, a Co-ordinator is expected to assist colleagues and senior 
staff in promoting and maintaining the ethos of Westway CT. 
 
Flexibility and shift working is a necessary aspect of this post. Out of hours working 
may be required, including attendance at evening meetings, occasional conferences 
and promotional events. The post holder will be accountable to the Operations 
Manager, with day-to-day responsibility for the support, training and supervision of the 
Transport Services Co-ordinator being delegated to the Senior Transport Co-
ordinators.  
 
Westway CT is a Registered Society managed by an elected, voluntary Management 
Committee (MC) made up of service user’s representatives and professional co-
optees to whom all staff are accountable.  The MC has a firm commitment to equal 
opportunities, volunteer involvement and a positive attitude towards staff training. 
 

Role 
 

• To respond to and process enquiries, journey requests and bookings, despatch, 
route plan and schedule transport, primarily with Westway CT’s NHS Whole 
Systems contract. 
 

• To direct paid and volunteer drivers. 
 

• To occasionally direct passenger assistants and volunteers, and to assist in the 
deployment of their duties and responsibilities. 
 

• To liaise effectively with the Fleet and Training Teams as required. 
 

• To provide general office administration and assist with post trip data 
management. 
 

• To participate in the development and promotion of a range of Transport 
Related Services.   



 

 

 

 

Duties and Responsibilities 

 
To assist in the fulfilment of Westway CT’s stated aims and objectives, as below. 
 

1. Equal Opportunities 
 

Adhere to and promote Westway CT’s Equal Opportunities Policy amongst 
other staff and with outside organisations and individuals. 

 

2. Service Administration 

• Deal with general enquiries both in person and on the telephone in a 
sensitive, patient and polite manner for all the Transport Services.   

• Help ensure that booking lines are staffed each day as advertised. 

• Take and amend bookings; schedule pick-ups and drop-offs; liaise with 
volunteer and paid drivers, matching availability with requests. 

• Keep users up to date with progress of their booking requests.  

• Maintain manual records and computerised trip records on relevant 
databases. 

• Arrange and amend daily trip schedules when necessary. 

• Maintain up-to-date databases for all Transport services and compile trip 
monitoring statistics. 

• Work with senior staff to ensure membership and usage fees are billed and 
collected. 

• Collect and account for cash at end of each day and pass onto Finance 
Department. 

• Record, label and process/store lost property. 

• Assist with health & safety matters in relation to equipment, conducting risk 
assessments, organising and delivering training to users. 

• To be responsive to customer problems and, where appropriate, to instigate 
the implementation of Westway CT’s Complaints Procedure.  

 
3. Vehicle and On- Road Staff Co-ordination and Support  
 

• Direct, supervise and support paid/volunteer drivers and passenger 
assistants through verbal instruction and issue of job details, trip sheets and 
service schedules  

• Keep an accurate track of vehicle keys, fuel cards, mobile phones, MDTs, 
XDAs, vehicle usage, drivers and mileage and process associated 
documentation. 

• Record defects, accidents or incidents as reported by groups or drivers and 
relay these promptly to the relevant Senior Transport Co-ordinators and Fleet 
Maintenance staff.  

• Help ensure that vehicle exteriors/interiors are kept in a clean condition and 
configured correctly. 

 

 



 

 

4. Promotion, Marketing and Development of Services 

 

• Help promote the range of volunteering opportunities, passenger transport 
services to individual users, voluntary and statutory sector, and general 
public. 

• Assist with the production and distribution of promotional materials. 

• Participate, as required, in or to outreach visits and information sessions in a 
variety of locations to appropriate organisations/customers. 

• Participate in user feedback forums, customer satisfaction surveys etc.  

• Assist with development and delivery of Westway CT’s other marketing and 
promotional strategies. 

• Help ensure that Westway CT’s corporate identity is protected and 
maintained. 

 

5. Additional 
  

- Provide cover for other Co-ordinators in their absence 
- Carry out any other duties as reasonably requested by senior staff. 

TRANSPORT SERVICES CO-ORDINATOR – Person Specification   

 
This person specification details the requirements, abilities, experience & skills required 
for the job.  
 
Shortlisting for the post will be carried out on the basis of candidates demonstrating in 
their application how, from their previous experience, they meet the requirements 
listed below.   

 

ESSENTIAL REQUIREMENTS, EXPERIENCE, ABILITIES & SKILLS 
 

• A good awareness and understanding of the needs of people with mobility 
difficulties and a real interest in mobility issues.  

• Experience and competence with computers, using word-processing, 
spreadsheet, and database software and an aptitude for learning new 
packages.  

• Ability to work with accuracy and an eye to detail and of prioritising tasks and 
meeting deadlines. 

• Good communication skills in person, on the telephone and in writing - including 
the ability to originate correspondence.  

• Ability to work as part of a team and on one’s own initiative. 

• A commitment to Equal Opportunities and to working with a wide range of users 
from different communities and backgrounds.  

 

 

 

 

 

 

 



 

 

DESIRABLE REQUIREMENTS, EXPERIENCE, ABILITIES & SKILLS 

• Knowledge and experience of using CORDIC dispatch software. 

• Having held a full valid UK licence for two years.  

• Having a PCO and/or a PCV licence.  

• Knowledge and experience of passenger transport industries and regulation.  

• Experience of working with people and competence in handling personnel 
issues, sensitively, appropriately and firmly where necessary. 

• Experience or knowledge of services designed for those who have mobility 
issues or difficulties. 

• Good administrative skills in recording, monitoring and reporting, writing reports 
and servicing committees and a good competency in finance. 

• Good geographical knowledge of Kensington & Chelsea, Hammersmith & 
Fulham, Westminster and Camden. 

• Experience and competence in outreach work and project development. 

• Experience and competence in working with groups and facilitating them. 

• Experience and competence in promotion and publicity.   

 

Conditions of Service 
 
Salary:  £26,460 per annum. Annual cost of living awards are made at the start 

of each financial year.  
 
Hours:  35 hours per week, normally Monday to Friday (excluding lunchbreaks) 

with flexible working arrangements as required by the nature and duty of 
post, the post-holder will work within an agreed pattern in conjunction 
with other members of the Transport Services Co-ordination Team to 
ensure adequate office coverage. Some evening work and occasional 
work at weekends may also be required - time off in lieu will be taken 
where agreed overtime has been worked. 

 
Holidays:  25 days per annum in addition to statutory and public holidays. Leave to 

be taken in agreement with the Operation’s Manager and/or Senior Co-
ordinators.  

 
Management: The post-holder is accountable to the CEO. 
 
Training:  Where required you will be expected to undertake agreed training. 
 
Trial Period:  The appointment is subject to a probationary period of 6 months, during 

which the period of notice from the post-holder to Westway CT will be 4 
weeks and Westway CT’s period of notice to the post-holder will be 1 
week. Following confirmation in post the period of notice will be 4 weeks 
either way.  

 
 


