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JOB DESCRIPTION



	Job Title:
	Lead Driver

	Hours:
	Term Time + 4 weeks (38 weeks)

Split Shift: 6:00am – 9:00am and 5:00pm – 7:00pm (Total 5 hours per day). Exact timings subject to refinement.

	Status: 
	Permanent



Responsible to:              Transport and Health & Safety Officer

Job Purpose:  	The Lead Driver is a crucial role responsible for the efficient, safe, and compliant operation of the College’s transport operations. The post holder will provide effective leadership and line management to the driving team, oversee all vehicle logistics, and ensure rigorous adherence to maintenance, safety, and safeguarding standards in direct collaboration with the Line Manager. The post holder will be required to carry out daily driving duties for one of the home to school vehicle routes.

Main Duties


Vehicle Management & Maintenance
· Coordinate the daily/weekly delivery and collection of vehicles required for 10-weekly inspections and MOTs, ensuring service continuity.
· Coordinate and monitor the completion of all vehicle walkaround checks, ensuring all vehicles are in good condition and maintained to a high standard of cleanliness. Arrange additional cleaning and re-fuelling as necessary.
· Stock checking and ordering of fleet consumables.
· In conjunction with the Line Manager and the vehicle maintenance provider, action the necessary repairs for all vehicles following defect reports. Maintain records of all repairs.
· Provide ongoing management of all fuel cards and conduct periodic vehicle mileage monitoring.
· Coordinate the completion of servicing on the College’s trailer fleet.
· Liaise with Queen’s staff in relation to transport bookings and oversee the allocation to drivers.
[bookmark: _bllrsky1q2o5]Compliance, Safety & Administration
· Administer and document driving licence checks for all drivers through the online transport management system.
· Provide direct support to the Line Manager in preparing and reviewing route risk assessments for the home-to-school service.
· Analyse tracker reports to provide data that aids driver and vehicle management and efficiency improvements.
· Play a key role in the Safeguarding processes for the home-to-school transport service, ensuring all operations adhere to the highest standards of child welfare and safety.
· Provide ongoing monitoring and feedback to the Line Manager to ensure the continuous improvement of the home-to-school service provision.
[bookmark: _1qjw9lhezm5r]Team Leadership & Development
· Oversee ongoing driver recruitment and team management, fostering a highly professional and safety-conscious driving team
· Coordinate and conduct the induction and training of new staff members
· Organise and schedule both initial driver assessments and periodic re-assessments to ensure continued compliance and competence
· Engender and maintain a team spirit
· To be responsible for last minute driver absence calls between 10pm and 6am and to source a replacement driver from the relief pool or zero-hours team
Person Specification

Qualifications and Experience

· Full, valid UK Driving Licence with the appropriate entitlement to drive a minibus (Category D1), with no more than 6 driving penalty points
· Minimum of 2 years’ driving experience, ideally with minibuses or similar-sized vehicles
· Medically fit to drive under DVLA regulations
· Minimum age of 21 years for insurance purposes
· Proven problem-solving capability in an operational environment
· Strong safety awareness concerning road-related risk
· Previous experience of leadership and people management is advantageous
· Comfortable using technology (GPS/Nat Nav, internet, smart phones, SMS, email)
· Understanding of general vehicle function and basic maintenance
· Successful completion of a Driving Assessment is required prior to appointment.


Personal Attributes

· Helpful and positive attitude
· Reliable, demonstrating good time management
· Able to deal professionally with customers (children, parents and colleagues) 
· Ability to be flexible to the needs of the role
· Ideally, living locally/within a short commuting distance of the College (to allow for maximum
flexibility)

Child Protection and Safeguarding
Safeguarding and promoting the welfare of children is everyone’s responsibility.  Everyone who comes into contact with children and their families has a role to play. In order to fulfil this responsibility effectively, all practitioners should make sure their approach is child-centred.  This means that they should consider, at all times, what is in the best interests of the child (KCSiE 2025).
You must comply with the Queen's College Child Protection and Safeguarding Policy and Procedures and the requirement to report any concerns relating to the safety or welfare of children.
Additional Duties:
To undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the College.
The post-holder will undertake assigned duties and responsibilities, ensuring that all actions are discharged within the regulatory and legislative requirements to which the College is subject.
January 2026
This job description is current at the above date.  In consultation with the post holder it is liable to variation by the School to reflect actual, contemplated or proposed changes in or to the job.
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