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	Mail/ Resource Driver
Reporting to Facilities Contracts and Administration Manager
Base: Roundhouse

	Hours                               25 hours per week, 52 weeks per year
Contract Type                 Support

Holidays                          20 per year subject to service increases

Salary                              Fixed £17,538 per annum pro rata


	Job Purpose
To provide an efficient, reliable, mail and resource inter-site delivery service to the College.
    

	Key Responsibilities
· To assist with the sorting and processing of internal and external mail in the central post room.

· To assist as required with the processing of external mail by sorting, weighing, and franking ensuring the correct postage is applied.  

· To deliver mail, resources and packages to all sites ensuring deliveries are accurate, timely and signatures obtained as necessary.

· To record all courier deliveries into the central post room and maintain accurate records. 

· To carry out additional courier requests as required. 

· To ensure the college van is maintained to a high standard and reporting any defects found.
· To provide administration support as duties allow  

· To use initiative to resolve problems with missing or delayed mail..

Corporate Responsibilities 

· Contribute to the College’s strategic direction and operational effectiveness  

· Ensure the responsibilities of the post are carried out in a way that reflects the values and standards   expected of the College. 

· Comply with administrative procedures for the effective collection, interpretation and actioning of College management information. 

· Deliver on key performance indicators and continuous improvement across the College
· Model the highest professional standards in all aspects of this role including providing a professional customer service to internal and external customers.

· Ensure that quality standards are set, monitored and reviewed within the section  

· Liaise effectively with industrial, commercial and educational partners. 

· Fully participate in Team Meetings, professional development, events, discussions and any other activities commensurate with the duties and responsibilities of this post. 

· Proactively identify and participate in personal/team training and development needs  

· Demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload. 
· Take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.   
· Undertake risk assessments for any new activity and ensure risk assessment checks are carried out for any ongoing activity. 
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures and legislation, including but not limited to: 
· Safeguarding 
· Equality and Diversity 
· Equal Opportunities 
· Health and Safety 
· Data Protection 
· Computer Network Acceptable Use 
· Carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job. 
 
Continuous Professional Development 
 
· Take responsibility for one’s own professional development and continually update as necessary.  Additionally, the set amount of CPD required by the College per annum must be accrued and Team Time attended. 
  
In carrying out your duties, ensuring that:

· You are comfortable and confident in engaging with our broad learning community and to act as a good role model for our children, students and apprentices - in doing so we act as one team, actively supporting colleagues and engaging with our community.

· You are committed to working in a cohesive, supportive and forward-thinking team of colleagues which shares the College’s vision and mission and strategic ambitions



	Competencies
· Experience in post room or goods inwards   

· Delivery driving experience  

· Excellent customer service skills

· Excellent organisational skills 

· Ability to work under pressure
· Good timekeeping and the ability to keep to a schedule
· Use of initiative

· Accuracy and attention to detail

· Good communication

· Problem solving

· Customer Service

· Ability to read and understand information and instructions presented in writing
· Manual handling

· Enthusiasm 

· Ability to work alone and as part of a team
· Attention to detail

· Ability to prioritise workload

· Reliable and trustworthy
· Helpful

· Flexible


	Knowledge

· Knowledge of local geographical area 
· Mail delivery systems
· Awareness of Health and Safety


	Qualifications

Essentials

· Full driving licence (must be at least 21 to meet college insurance requirements)

· Level 2 English
· Level 2 Maths
Desirables

· IT qualification

· First Aid 

· Health & Safety 

· Customer Service



PRINT NAME (IN CAPITALS):
 ____________________________________

SIGNATURE:



_____________________________________
DATE:




_____________________________________
