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Job description and Person Specification

Travel and Transport Assistant - Infrastructure


	Department 
	CES

	Service 
	Highways, Travel & Transport

	Grade
	E

	Reports to
	Passenger Transport Manager, Public Transport Development Officer, BSIP Delivery Manager

	Responsible for 
	

	Job reference
	



	Job Purpose 


	To work as part of a team to assist with the transport coordination, public transport improvements and travel information responsibilities of the Passenger Transport team.

This includes conducting site visits and assessments, undertaking data input and analysis, working with customers and external stakeholders and ensuring that public transport is developed and improved throughout Norfolk using the external funding received from the DfT.


	Context – 


	This is a key role within the Passenger Transport team, which is responsible for managing the movement of people throughout Norfolk, through the integrated planning and contracting of passenger transport.

The post holder will work with various teams within Highways, Transport & Waste, as well as with Members, other Councils and colleagues from other Directorates.




	Accountabilities - 

	Assist with the planning, coordination, installation, relocation, and removal of bus stops across the highway network, in liaison with various stakeholders and internal teams.


	Conduct site assessments and risk evaluations for new or existing bus stop locations. Conduct audits of bus stop infrastructure to ensure it is being well maintained and fit for use.


	Ensure bus stop locations comply with accessibility standards, highway safety regulations, and local transport policies. Compile briefs for improvement works to be carried out.


	Assess and investigate requests and complaints from residents, bus operators, councillors, and other stakeholders regarding bus stop provision, responding promptly and solving any issues where possible.


	Support public transport infrastructure improvement projects as required, including raising purchase orders, paying invoices, general administration, and communicating with stakeholders on progress.


	Produce and maintain printed and electronic travel information at bus stops and assist with ensuring all travel information, including on our website, is up to date.


	Undertake data analysis to understand the performance of local bus services – particularly punctuality and reliability - using ABODS and our own systems. Assist with data input regarding local bus registrations and bus stop locations.


	Undertake administrative tasks efficiently, as required, for example filing, web updates, dealing with contract and client paperwork.





	Person Specification


	Qualifications:

	Essential
	Desirable

	5 GCSE passes, including GCSEs Grade C/4 in English and Maths

	Business Administration qualification or equivalent


	Knowledge/Experience:

	Essential 
	Desirable 

	Working in a busy team, keeping on top of a varied workload

Dealing with customer facing issues and communicating with people at all levels, both written and verbal

Use of IT packages and different data systems

Undertaking general administrative tasks 

	Undertaking risk assessments and site audits

Working in a highways or transport related field


	Skills:

	Essential
	Desirable

	Good time management and organisational skills

Excellent communication skills and ability to deal with internal/external enquiries from individuals at all levels, both written and verbal

Ability to analyse and manipulate data – having an inquisitive mind to explore further and find answers

Good team player but also able to work on own, using own initiative

Good financial ability and able to raise orders, track spend and produce financial information

	Geographic knowledge of Norfolk or proven ability to read maps

Knowledge of passenger transport legislation and council policy





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 


	Work out of the office will be required, for example site meetings, contract and transport monitoring, risk assessments, and this may be outside normal office hours.
Postholder will need to hold a valid driving licence and be prepared to drive for work.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.







Last reviewed on: 14 June 2024
		Approved By: Director for People
		Version number: 160


Page 2 of 2
image1.tif




image2.png




image3.png




image4.png




image5.png
Norfolk County Council




