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Job Description for position of Operations Manager 

1 Position 
Operations Manager, Dorset Community Transport 

Reporting to: General Manager, Dorset 

2 Background 
 

Dorset Community Transport (DCT) was established in 2011 as part of ECT Charity, one of the UK’s 

leading community transport providers, with over 40 years history of service to local communities. 

DCT quickly earned a reputation for high quality, safe, reliable, and friendly transport.  We have seen 

sustained growth throughout our first decade; developed various community transport services; and 

undertaken several one-off projects. 

 

We operate across all of Dorset and Bournemouth, Christchurch & Poole (BCP) council areas with a 

fleet today of over 50 minibuses, including several accessible (equipped for passengers to travel 

seated in their wheelchair).  We have a team of over 60 drivers, the vast majority out-stationed 

throughout the county.  Our office and small depot facility are located in Blandford Forum. 

 

Our services benefit local residents as well as community organisations and enable disabled, lonely 

and isolated people to remain independent and mobile, predominantly those living in rural isolated 

communities.  We also operate home-to-school services on behalf of the local authorities. 

 

To ensure DCT’s continued success into its next decade of operation, we are looking to appoint an 

Operations Manager; a new position to support the General Manager and further develop the existing 

small operations team of 3-4 office/depot staff.  It is a fast-paced working environment requiring a 

responsive and positive approach to ensure we deliver our services to all our customers. 

3 Summary of role 
 

Main Responsibilities 

You will have particular areas of responsibility including ensuring the day-to-day service delivery, 

management of frontline staff, operational admin, maintenance and fleet issues, as well as carrying 

out formalities such as staff training, appraisals, health and safety committee meetings, 

disciplinary/grievance meetings etc. 
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Key Tasks 

- Ensure all shifts are covered in advance, with the appropriate vehicle allocation and all due 

service considerations (including driver hours regulations), whilst achieving operational 

efficiencies. 

- Ensure effective liaising with representatives of our local authority client transport teams 

concerning day-to-day operations. 

- Ensure measures are in place to respond to breakdowns and other operational issues, to 

minimise customer inconvenience and maintain service standards. 

- Manage the performance of drivers and other front-line staff, ensuring quality and safety 

standards are maintained.  Ensuring staff compliance with company policies and procedures 

as well as regulatory/contractual obligations.  This will involve visiting various sites, locations 

as required. 

- Manage the performance and workload of the Operations Team, ensuring processes and 

systems are in place, adhered to and assist in implementing/developing/reviewing these as 

needs be.  Engaging fully with the various software systems. 

- Oversee the maintenance programme for our fleet of vehicles (and associated equipment) 

and scheduled periodic inspections/testing.  Ensure ad-hoc maintenance is undertaken as 

required and maintain strong relationship with our maintenance providers. 

- Oversee/undertake health and safety and/or vehicle incident reporting and investigation. 

- Ensure measures are in place to record and monitor the multitude of expiries (licences, 

permits, training, inspections, etc.) in an effective way and schedule/undertake timely 

renewals. 

- Oversee the day-to-day functioning of the office/depot premises. 

- Support the General Manager in various HR functions including payroll, leave/absence, 

investigations, meetings (individual and teams, including formal), appraisals, training and 

recruitment. 

- Support the General Manager in various activities including service development, publicity 

and marketing, revenue/claims handling, health and safety, maintenance of the ISO systems 

and all other reasonably delegated duties.  This will include emergency out-of-hours support 

where the need arises. 

- Taking part in regular meetings with the Operations Team, General Manager.  You will also 

be part of ECT Charity Transport Management Team which meets periodically (Greenford, 

London). 

This Job Description gives a summary of the tasks likely to be involved in this role.  Specific tasks will 

depend on operational need and may be affected by new services, revisions to procedures, etc. 
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4 Person Specification 
 

We are looking for an individual to bring their skills, energy and management experience to the 

organisation: 

- excellent interpersonal and communication skills 

- a high degree of computer literacy is essential 

- a genuinely caring and friendly attitude 

- able to work as part of a team 

- professional and reliable with a “can do” attitude. 

- organised with attention to detail 

- able to work in a fast-paced environment 

- previous experience of a managerial/supervisory role 

- transport experience is not essential 

- holder of a full driving licence with access to a private vehicle 

The candidate is required to have the following skills and experience 

- Good verbal communication skills 

- Good Microsoft Office skills 

- Line management experience 

- Planning and operations experience 

 

Training will be made available to the successful candidate to increase their knowledge of the industry 

which will include MiDAS, DAT, H&S and potentially Passenger CPC. 

5 Summary of terms of employment 
  

1. Location 

You will be based at DCT offices, Blandford Forum, Dorset. 

2. Hours 

The role is a full-time 40 hrs/week role. 

Due to the seniority of the post, the Employee is required to work such hours as are necessary to 

carry out the duties. 

3. Salary 

3.1. The salary would be in the region of £28,000-30,000, dependent on qualifications and 

previous experience. 

3.2. Paid monthly in arrears by direct credit transfer. The monthly salary is calculated on the basis 

of 12 equal months. 

4. Probationary period 

The appointment will be subject to a six-month probationary period. 
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5. Notice 

5.1. Employment is subject to one week’s notice by either side during the probationary period. 

5.2. Employment is subject to three months’ notice by either side on completion of 

probationary period. 

6. Holidays 

Holiday entitlement amounts to a total of 25 days plus Bank Holidays. Leave must always be taken 

in conjunction with colleagues to ensure that adequate cover is available. 

7. Pension 

7.1  The Employer offers NEST as the workplace pension scheme. Further details will be provided 

to you upon commencement of your employment. 

8. Sick pay 

8.1. The Employer operates the Statutory Sick Pay Scheme (‘SSP’) during periods of properly 

certified sickness absence. 

8.2. The Employer also operates an Occupational Sick Pay Scheme (“the Scheme”) which provides 

payment in excess of the SSP rates, all such payments being at the absolute discretion of the 

Employer and will depend on full compliance with obligations in relation to sickness 

reporting. Any sick pay paid will be deemed to include the SSP entitlement. 

Our excellent benefits package includes opportunities for continuous professional learning, a 

generous annual leave entitlement, and we welcome requests for flexible working to help you 

maintain a healthy work-life balance, wellbeing support, and a competitive pension. 

 

ECT Charity is an Equal Opportunities employer and positively encourages applications from suitably 

qualified and eligible candidates, regardless of age, sex, race, disability, sexual orientation, gender 

reassignment, religion or belief, marital/civil partnership status, or pregnancy and maternity.  

 

Applications will be accepted up until interviews, which are scheduled to take place last week of July. 

We reserve the right to close this vacancy if a suitable applicant is found. Applications are by a CV with 

a covering letter (no more than 2 pages) that should demonstrate your skills, experiences and 

attributes that make you suitable for the role based on the Job Description. Please also include details 

of two referees, one of which should be your most recent employer. We will not contact your referees 

without notifying you first.  

 

If desired, applicants are able to have an informal telephone chat with the General Manager, Dorset 

before applying but this is not essential. To arrange this, please email tim.christian@ectcharity.co.uk. 

 

All applications should be submitted via Tim Christian via email tim.christian@ectcharity.co.uk. 

 

Candidates will be shortlisted on the basis of their application. Those who are successful at this stage 

of the process will be invited to attend an interview process in our Blandford Forum depot.  


