SEFTON COUNCIL – ADULT SOCIAL CARE

JOB DESCRIPTION

	Post:
	Logistics Co-ordinator 

	Post Number:
	16249
	
	

	Team:
	Sefton Community Equipment Service

	Location:
	CES Aintree Racecourse.

	Grade:
	Grade G




	Responsible to:
	I.C.E.S. Manager

	Responsible for:
	Driver Technicians team.




JOB PURPOSE

· To assist in providing an effective, efficient equipment loan service to disabled people of all ages, including children, to develop their full potential and to maintain their health and independence.  The role will provide leadership, support and capacity building to the driver technicians in all areas of their roles.

· To provide an effective delivery, collection, fitting & repair service for community equipment, for residents and establishments normally within the Sefton geographical area. This includes the day-to-day supervision of driver technicians and co-ordination of both planned and emergency deliveries and collections of community equipment throughout Sefton.

· To ensure vehicles are properly secured each evening, undertake routine maintenance checks of vehicles as appropriate and undertake ‘key holder’ duties.

The post-holder will be required to undertake work in an efficient, economic and effective manner, both as an individual and in leading a team to provide a continuously improving service to customers, in line with the personalisation agenda.







MAIN DUTIES	

GENERAL
1) Supervise, co-ordinate and organise the workloads and routes of the driver technicians on a daily basis.   
2) Ensure there are adequate driver resources on a daily basis enabling effective service delivery; this includes the management of annual leave and sickness absence within the driver technicians’ team.
3) Complete monthly driver on-call rotas for the out of hours and to monitor the Driver on-call rota, ensuring effective on-call cover at all times. This includes the co-ordination of drivers’ time sheets and out of hours job sheets on a daily basis.
4) Deliver daily Driver Technician meetings addressing workload, health and safety, infection control, performance, vehicle condition and repair.  
5) Supervise, monitor and evaluate the performance of CES driver technicians and undertake Induction, Supervision and PDRs of all Driver Technicians in accordance with Sefton Council’s policies.
6) Attend and contribute to all CES Supervisors’ meetings.
7) Provide reports and statistical information on the performance of the Driver Technician Team as required.
8) Be aware of the function, practices and objectives of the CES and contribute to its continuing development, identifying, developing and implementing plans for improvement in conjunction with the ICES Manager.
9) Ensure safe operation of the CES vehicles through training and quality checks to include routine inspections and regular service, and establishing / enforcing local vehicle operating procedures.
10) Liaise with Sefton’s Transport Support Department on all aspects of maintenance and testing of the CES vehicle fleet.
11) In consultation with the ICES Manager / Specialist Equipment Practitioner, arrange in-house training on the installation and use of community equipment, to ensure Driver Technician confidence and competence, calling upon the expertise of suppliers when appropriate.
12) Ensure Sefton Council Policies and CES vehicle procedures are adhered to at all times, including safety and security of CES vehicles.
13) Ensure constructive and effective working relationships are developed and maintained with CES management and supervisors, to enable open communication at all times.
14) Ensure effective and efficient links with all CES referrers / practitioners are developed and maintained for all logistical matters.
15) Ensure all deliveries/collections of community equipment are recorded correctly both electronically and manually on official paperwork daily.
16) Maintain control and accountability for all vehicle stocks and allocated tools/equipment and ensure vehicle stocks are administered correctly and daily.
17) Conduct physical stock-takes, in conjunction with the store supervisor, of all vehicle stocks as required.
18) Make informed decisions and provide advice to colleagues when considering alternative community equipment, as appropriate within area of responsibilities.
19) Demonstrate a professional manner at all times when dealing sensitively with service users/patients, their families and carers.
20) Monitor cleanliness of vehicles, ensuring adherence to all Health & Safety policies, C.O.S.H.H. regulations and the Infection Control Policy.
21) As a team member, co-operate and assist in tasks to ensure the smooth running of the service at all times.
22) Respond to telephone calls and assist visitors to the stores as necessary.
23) Participate in supervision / PDR procedures from the ICES manager and attend all identified professional development activity as required.
24) To ensure service user data information is lawfully gathered, accurate and up to date and only divulged in accordance with the Data Protection Act 1998 and the local government common law duty of confidentiality.


No job profile can cover every issue that may arise within the post and from time to time the jobholder is expected to carry out other duties commensurate with the general character of the post and it’s grading as requested by the Operations Manager. 

RISK MANAGEMENT
Successful risk management is every member of staff’s responsibility and everyone has a role in carrying out appropriate Risk Management by contributing to risk identification, assessment and control exercises.

HEALTH & SAFETY
Take all reasonable care for your own health and safety and that of other people affected by your work activities. Make yourself aware of, and cooperate with Sefton’s Health and Safety policy and procedures. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

EQUALITY & DIVERSITY

You will be expected to carry out all duties in the context of and in compliance with the Sefton’s Equal Opportunities Policy. All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture.

ORGANISATION CHART                                               

See separate document.

SPECIAL CONDITIONS

The nature of the work may require the post holder to undertake commitments outside normal working hours.


This post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  You are therefore not entitled to withhold information about convictions which for any other purposes are ‘spent’ under the provisions of the Act and any failure to disclose such convictions could result in dismissal or disciplinary action by the Authority.  Any information given will be completely confidential and will be considered only in relation to the positions to which the Order applies.

	Date:
	November 2026


	Name:
	Barbara Jones

	Designation:
	I.C.E.S. Manager
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