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	POSITION DESCRIPTION 



Driver 


Location:	Riverwood Community Centre Ltd (RCC)
	151 Belmore Road North, RIVERWOOD NSW 2210
Responsible to:	Corporate Services Manager
Work With: 	RCC Departments and Board 
Classification:		SCHADS Pay point 3.1 to 3.4 
Job Type	Permanent part time
Salary: 	SHCADS Pay point 3.1 to 3.4
Responsible for:	Driving and transport coordination across RCC and Driving the Busses.
Hour : 	8 AM to 4 PM flexible 
Probation period: 	6 Months
Purpose of the position
The Driver plays a key role in ensuring the smooth and efficient operation of our transport services. This includes scheduling and coordinating drivers, managing vehicle maintenance, and ensuring timely pickups and drop-offs for community members. The role also involves driving duties, ensuring clients receive safe and reliable transport.
You will maintain a clean and roadworthy fleet of vehicles and to ensure the provision of safe and timely transport for clients of Riverwood Community Centre. You will also work effectively with each RCC service stream to collaborate the provision of transport services and staff, to facilitate the continuance of quality services.
To have success in this role you will be a highly organised individual, who is committed to the delivery of high-quality services that focus on safety, respect and inclusion for all members of the community
Skills and Qualifications
· Valid NSW Driver’s Licence (Class C or above) – a Bus Driver Authority 
· LR drivers license is highly recommended.
· Experience in logistics, transport coordination, or fleet management.
· Ability to use fleet tracking systems or scheduling software (training provided if needed).
· Knowledge of NSW transport laws, safety standards, and compliance regulations.
· Understanding of community transport services, aged care, and disability support (desirable but not essential).
· Diploma or Certificate in Logistics is highly recommended.
Key Responsibilities
· Driving & Transport Services:
· Perform driving duties for community transport services, including aged care, NDIS participants, and community programs.
· Ensure clients are transported safely, comfortably, and on schedule.
· Assist passengers where needed, including those with mobility challenges.

· Fleet Coordination & Scheduling:
· Develop and manage driver rosters and schedules.
· Assign vehicles and routes to drivers based on demand.
· Coordinate pickups, drop-offs, and transport logistics efficiently.

· Vehicle Maintenance & Compliance:
· Oversee the maintenance, servicing, and safety checks of the fleet.
· Ensure all vehicles comply with NSW transport regulations and safety standards.
· Maintain records of vehicle registrations, insurance, and service history.
· Report and manage vehicle breakdowns or repairs promptly.

· Driver Supervision & Communication:
· Act as the main point of contact for drivers and transport staff.
· Provide drivers with route details, schedules, and safety instructions.
· Ensure all drivers comply with safety procedures and community transport guidelines.
· Address any driver concerns and resolve transport-related issues.

· Safety & Compliance:
· Ensure compliance with NSW road laws, WHS (Work Health & Safety) regulations, and community transport standards.
· Conduct pre-trip and post-trip vehicle checks.
· Implement risk management strategies to enhance safety.

· Administration & Reporting:
· Maintain records of driver hours, fuel usage, mileage logs, and maintenance schedules.
· Generate reports on fleet efficiency and operational performance.
· Work closely with other departments to coordinate transport for community programs.


Essential Criteria
· Demonstrated experience in an operational role in the Community sector, where you have managed staff effectively.
· Understanding and knowledge of provision of services to meet the needs of the community.
· Excellent communication, problem solving and negotiation skills.
· Ability to work well in a fast-paced environment. 
· Ability to deliver clear and concise messaging such as reports, business cases and presentations.
· Proven ability in coordinating staff and services.
· Understanding and knowledge of budget development, financial oversight and achieving business growth.
· Strong knowledge, understanding and engagement experience in working within communities and with CALD backgrounds.
· Excellent skills in completing reports and data management for the funding body, General Manager and Board of Directors. 
· Ensuring the accurate recording of all relevant client information (e.g. data base, client notes, incident reports, service delivery issues, case plans, expenditures etc.), whilst upholding organisational principles regarding confidentiality.
· Computer literacy with proficiency in Microsoft Office Suite, and customer management systems.
· Adherence to the Riverwood Community Centre’s policies and procedures.
· Current Driver’s License Class C. Candidates with LR Driving license will be preferred.
· Current First Aid Qualification.
· Current Working With Children Check, NDIS Worker Check and a willingness to undergo a National Police Check.
Highly Desirable
· LR Driving license 
· Experience in attending and resolving minor mechanical repairs.
· Sound knowledge of maintenance and upkeep of vehicles.
· Ability to investigate and advise on new funding opportunities related to the services.
· Good communication skills with funding bodies, governments and non-government organisations and other stakeholders.
· Good knowledge about community and Not-for-profit governance. 
· Good knowledge about government changes in the Aged Care and Disability Sector. 
· Ability to work effectively and collaboratively as part of the RCC team as well as with the Board, to meet the strategic plan, mission and objectives of RCC.
· Development of Business Plan for the fleet:
· Develop and implement a comprehensive 6  to 12-month business plan for transport services, ensuring alignment with regulatory requirements and community needs.
· Conduct research and data analysis to assess transport demand, optimize efficiency, and identify growth opportunities within NSW’s community transport framework.
· Develop a business plan to expand services, making the fleet available for external users beyond RCC clients while ensuring compliance with funding and regulatory requirements.
· Engage with stakeholders, including internal teams, community representatives, funding bodies, and regulatory agencies, to ensure compliance and effective service delivery.
· Monitor and evaluate plan execution, providing periodic reports, data-driven insights, and strategic recommendations for continuous operational improvement.


Objectives:
· Ensuring that all vehicles are registered and insured.
· Ensuring all vehicles’ documentation and requirements are fulfilled prior to the time frame needed.
· Rostering staff for transport
· Delivering effective and efficient transport services for the organisation and stakeholders in consultation with team leaders.
· Rostering and allocating the use of the vehicles to whichever service as needed.
· Maintaining or allocating the maintenance of the vehicles, such as cleaning, repairs, tyres etc
· Training or allocating the training of staff to drive the vehicles.
· Training staff to use the modifications safely.
· Assist with providing transport services in emergency situations.
· Assist with hiring appropriate staff to fulfil the transport duties and sustain the growth of the service.
· Manage the staff associated with the transport service, ensuring that their documentation is up to date and organise training etc as needed.
· Manage and monitor the use of finances associated with fuel in the vehicle.
· Keep statistics and document the use of the transport service and staff.
· Organise invoices for the use of transport.
· Monitor finances and grants available to assist with the growth of the transport service.
· Assist in writing tenders, grant proposals and funding applications.
· Facilitate strategic thought regarding potential areas of growth and/or expansion of the service.

GENERAL MANAGEMENT:
Organisation wide responsibility	
· Operate in accordance with the RCC constitution.
· Excellent verbal and written communication skills
· Proficient in using Microsoft office suite  
· Professional personal presentation
· Client service orientation 
· Good organisational and administrative skills – especially regarding attention to detail
· Ability to take responsibility and initiative reliably
· Work effectively in a fast-paced environment.
· Strong interpersonal and communication skills
· Problem solving skills
· This role requires attention to detail and “hands on” mindset  along with creativity, flexibility, and a commitment to delivering high quality outcomes
· Monitor and report the issues in relation to your areas of responsibility.

Objectives:
· Deliver effective and efficient transport services in line with the identified needs of community and client groups.
· Ensure drivers and bus assistants comply with the transport operational and safety processes of Riverwood Community Centre.
· Work with the transport team to build a strong integrated team approach to transport operations and service delivery.
· Manage and ensure driver’s compliance with WHS requirements to ensure the safety of both the drivers and clients.
· Orientation of transportation staff to ensure compliance with organisational requirements.
· Compliance in relation to funding specifications and reporting accountability.
· Data collection, surveys and regular reports, against specifications as per the funding agreement.
· Quarterly report to the Corporate Services Manager for each fleet vehicle on current roadworthy status of the vehicle
· Participate co-operatively in building a supportive and cohesive working environment as outlined within the Code of Conduct.
· Working in partnership with other stakeholders to deliver programs and activities according to community and clientele needs.
· Ensure that all relevant data information is maintained and reported upon as required
 Work Management
· Set priorities, plan and organise tasks.
· Schedule activities accurately
· Find and use resources effectively.
· Pay attention to the details.
· Complete tasks on time
· Always maintain open and honest communication with your colleagues and manager. 
· Always ask your manager when you are not sure. 
· Act professional all the times.
· Always ask your manager for approval before continuing with a task or project.
· Take personal responsibility to act with integrity Keep work conversations professional and privacy manner.
Other responsibilities 
This list is not exhaustive; the occupant of this position may be asked by the appropriate Manager to undertake other responsibilities or Duty that are in line with the position description and the strategic and operation direction of RCC 
[bookmark: _Hlk189063134]Skills Development And Training.

The RCC encourages their Staff professional development and training. And make a professional development plan with the employee if required.
Extent of Authority

Consults with Corporate Services Manager to purchase goods within the procedures for the program activities, and in line with expenditure allocations within the project plan.

CODE OF CONDUCT AND SAFE WORK PRACTICE
· Adherence to the standards of behaviour and practices of RCC as detailed in the in RCC employee Code of Conduct
· Promoting a professionally supportive work environment 
· Performance of duties in a professional and ethical manner while ensuring safe practices followed at all times. 
· Managing and disseminating staff and Clients related information in a professional manner to ensure confidentiality.

Performance Reviews
Your performance may be reviewed on a quarterly basis during your employment. 

BACKGROUND CHECKS
Police Criminal History Check – Yes 
Working with Children Check – Yes

ACCEPTANCE AND AGREEMENT

I have read and agree to abide to my job description.

I understand that any breach of this agreement may result in disciplinary action leading to termination of the employment.

Employee Signature: ................................................................... Date: ......./......./........


Performance Review Period: .................................. Next review Date: ......./......../........


Corp Serv Manager Name……………………………………….. Signature:.................................... 


Date: ......./......./........


CEO Name……………………………………………..Signature:.................................... 


Date: ......./......./........	
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