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	Role Profile

	Career family
	Operational Support

	Professional pathway
	Fleet & Transport

	Career family level
	Team Leader (Tier 6)

	Associated job summary overviews
	Contract & Compliance Manager
Travel Commissioning Manager
Transport Operations Manager

	Grade / Grade range
	15 - 16

	Reference number
	ROP-TRF-2025-6B

	


NOTE- Please customise the purpose to reflect any specific terminology or language relevant to your professional pathway. However, the changes should not be so significant that they alter the level of the post.
Purpose
Lead the development of annual plans and ensure the resources necessary to achieve service objectives. They provide strategic oversight of transport commissioning, contract compliance, and internal and external fleet operations, balancing long-term planning with day-to-day performance management. These roles are responsible for ensuring services are delivered efficiently, safely, and in accordance with legal, regulatory, and organisational standards. Working closely with senior leaders and stakeholders, they drive localised strategic development, implement improvements, and contribute expert insight to support decision-making and continuous service enhancement.

NOTE - Do not change text within corporate accountabilities – this applies to all roles at this level.
Corporate accountabilities 
· Work with senior leaders to interpret strategic priorities and contribute to development and implementation of service delivery plans by the team 
· Demonstrate professionalism at all times and embrace matrix working with colleagues and partners, removing silos 
· Share best practice, coach, train and develop colleagues on work, systems and practices within the service 
· Ensure that team members have regular one to one meetings with their line managers and are clear on their objectives and how they are performing and developing.  
· Be aware of your responsibilities in relation to risk and work proactively with senior managers develop proposals that consider risks and benefits 
· Prevent or mitigate risks within your team and service, including risks to health and wellbeing 
· Be innovative - and seek to lead change. 
· Communicate clearly and effectively with a wide range of colleagues and customers, including the team you lead 
· Ensure that the team responds to enquires with appropriate and timely communications 
· Influence and negotiate with stakeholders to achieve desired outcomes 
· Act as an Equality, Diversity and Inclusion (EDI) role model, taking responsibility for learning about EDI and promoting an inclusive working environment.  
· Seek to enhance the health and wellbeing of yourself and others 
· Provide active leadership to drive improved environmental performance within your business area 
· Champion our organisation’s commitments to environmental sustainability with your teams, partners and suppliers 
· Ensure your team follow contract and finance policies, procedures and timelines to ensure the council's transactions, commitments, contracts, and essential accounting information are recorded completely, accurately, and promptly, informing operational/senior managers of deviation or financial risk. 
· Take responsibility to ensure your team support and respond to audits and enquiries in a professional and proactive manner. 
· Adhere to contract and financial policies, procedures and timelines to ensure the Council's transactions, commitments, contracts, and essential accounting information are recorded completely, accurately, and promptly. 
· Ensure your team manage contracts in accordance with the Council’s Contract Management Framework and each contract has a named owner. Ensure effective management of the contract in line with its risk classification and plan for major changes or contract renewal. Ensure effective escalation of performance issues or financial risk.
· Take responsibility to ensure your team has the necessary skills and capacity to manage the contracts assigned to them professional and proactive manner.
· Deputise for the Operational Manager/Senior Manager as required.

NOTE - You may amend to reflect accountabilities based on your professional pathway. However, please ensure not to deviate from the language reflective of this level.
Professional pathway accountabilities
· Lead and manage operational teams to deliver high-quality transport and compliance services aligned with organisational priorities.
· Develop annual plans and allocate resources effectively to meet service objectives and ensure operational readiness.
· Oversee contract and supplier management, ensuring compliance with relevant legislation, procurement regulations, and internal policies.
· Monitor and evaluate service performance, using data and feedback to drive continuous improvement and inform strategic decisions.
· Ensure compliance with safeguarding, health and safety, and transport regulations, maintaining high standards of service delivery.
· Provide expert advice and professional insight to support decision-making, policy development, and service improvement.
· Coordinate with internal departments and external partners to deliver integrated and person-centred transport solutions.
· Implement best practices and innovation to improve efficiency, sustainability, and value for money across services.
· Identify and resolve operational issues, including risks related to service delivery, contracts, and internal and external fleet operations.
· Report on progress, outcomes, and compliance to senior leaders, contributing to strategic planning and governance.
· Lead area operations and data compliance, overseeing internal fleet logistics, contract management, system performance, and analytics to ensure safe, efficient, and data-driven service delivery.
NOTE – Please amend based on your professional pathway. 
	Essential skills, knowledge and experience required 

	Extensive experience in operational service delivery, ideally within transport, commissioning, or compliance environments.

	Strong understanding of relevant legislation and regulatory frameworks, including procurement, safeguarding, and transport standards.

	Proven ability to manage contracts and supplier relationships, ensuring performance, compliance, and value for money.

	Knowledge of strategic planning and resource management, with the ability to align operational delivery to organisational goals.

	Excellent analytical and problem-solving skills, with experience using data to monitor performance and inform decision-making.

	Effective leadership and team management capabilities, including staff development, performance oversight, and change management.

	Strong communication and stakeholder engagement skills, with the ability to influence and collaborate across departments and external partners.

	Experience in risk management and service improvement, including the development and implementation of mitigation strategies.

	Understanding of sustainability and best practice in transport/travel operations, including active travel and internal and external fleet efficiency.

	Competence in reporting and governance, including preparing reports for senior leaders and contributing to strategic reviews.

	Proven expertise in internal fleet or travel operations, contract management, and data analytics, with strong skills in system oversight, compliance monitoring, and performance reporting.




	Values and behaviours 

	Our organisational values underpin everything we do and say. In short: our values describe ‘the way we do things here’. They are: 
 
· Always learning 
· Be kind and caring 
· Equality and integrity 
· Take responsibility 
· Daring to do it differently 
 
For full details, please check our website at this link [   ] 
 


 

	Accessibility 

	If you (or anyone you know) needs this document in an alternative format i.e., Easy Read, large text, audio, Braille, or a community language, please contact your line manager to discuss your requirements or call the council’s customer services team on 01865 792422 and we will work with you to meet your needs. 
 


 



	Job Summary Overview

	Job title
	Travel Commissioning Manager

	Career family
	Operational Support

	Professional pathway 
	Fleet & Transport

	Career family level 
	Team Leader / Manager (Tier 6) 

	Grade
	15

	Reports to
	Strategic Supported Travel Operations Manager

	Financial responsibility
	For the budget/spend of commissioning travel for £44 million and will be the forecaster for this budget

	Supervisory responsibility
	Travel Commissioning manager with 7 direct reports (Travel Assessment Officers & Transport Coordinators)

	Reference number
	




	Job Summary 

	The Travel Commissioning Manager is responsible for the strategic planning, development, and delivery of travel solutions that meet the statutory and operational needs of both Home to School Transport and Adult Social Care Transport. This role ensures that travel assistance is delivered safely, efficiently, and in line with legal duties, policy frameworks, and budgetary constraints.
The postholder will lead the commissioning of transport services, working closely with internal stakeholders and external providers to develop innovative, person-centred travel solutions focussing on the hierarchy of travel. They will manage a team of Travel Assessment Officers and Transport Coordinators, ensuring robust assessment processes, effective route planning, and responsive service delivery for children, young people, and adults with care and support needs.
A key aspect of the role involves close collaboration with the Transport Operations Manager to ensure in-house transport provision is optimised and aligned with commissioned services. The postholder will also work in partnership with the Contracts and Compliance Manager to ensure that all providers meet contractual obligations, particularly around safeguarding, service quality, and financial compliance. These collaborations assist in maintaining operational readiness, improving services, and delivering integrated travel solutions for young people and adults across Oxfordshire.
This position demands strategic leadership, robust analytical capabilities, and proficiency in translating policy directives into effective operational practices. The Travel Commissioning Manager plays a pivotal role in transformation programmes, service improvement initiatives, and strategic planning processes, with a focus on ensuring transport services are sustainable, inclusive, and represent optimal value for investment.
· Review and monitor service delivery performance, using data and feedback to drive improvements.
· Support and lead continuous improvement initiatives and projects.
· Ensure full compliance with safeguarding, health and safety standards, as well as all relevant transport and travel regulations.
· Conduct statutory travel assessments and communicate decisions to families, educational institutions, and stakeholders.
· Manage the Travel Commissioning area to deliver services in line with organisational priorities.
· Prepare annual plans, allocate resources effectively, and maintain operational readiness.
· Oversee contracts and suppliers, ensuring adherence to legislation, procurement guidelines, and internal policies.
· Provide expert advice and input for decision-making, policy development, and service enhancements.
· Collaborate with internal teams and external partners to deliver coordinated, person-centred travel solutions.
· Apply best practices, innovative approaches, and data-driven methods to enhance efficiency, sustainability, and cost-effectiveness.
· Work closely with the Contracts & Compliance Manager and Fleet Manager to address operational risks and issues related to service delivery, contracts, and fleet operations.
· Prepare and submit reports on progress, outcomes, and compliance to senior management, supporting strategic planning and governance.
· Working with difficult emotional circumstances and ability to negotiate in such times
· Enhanced communication and relationship building with stakeholders
· Respond promptly to Freedom of Information (FOI) requests and track emerging trends.
· Support the implementation of service and system improvements alongside initiatives led by the Delivery and Assurance Manager.





	Specific requirements
	Essential
Mark with P
	Desirable
Mark with P

	Experience in strategic planning, development, and delivery of travel or transport solutions within statutory and operational frameworks
	P
	

	Demonstrable leadership skills, including managing and developing teams, particularly in commissioning and coordinating services.
	P
	

	Ability to implement travel assessment processes and communicate effectively with families, educational institutions, and stakeholders.
	P
	

	Professional Qualifications: Relevant management credentials or will work towards (e.g., CIPS, ILM, CMI or equivalent).
	P
	

	Sector Experience: Background in local authority or council environments, particularly in Home to School Travel Assistance or Adult Social Care Transport.
	P
	

	Information Governance: Experience responding to Freedom of Information requests and identifying service trends.
	P
	

	Systems Implementation: Knowledge of and experience with implementing service and systems enhancements.
	
	P

	Adaptability: Ability to work flexibly and respond to changing service requirements and legislative updates.
	P
	

	Communication and Negotiation: Outstanding skills in communication, negotiation, and decision-making, with a collaborative and solution-focused mindset.
	P
	

	Minimum of 5 GCSEs (A*-C) grade or equivalent academic achievements.  
	P
	

	
	
	




	Working Arrangements

	
· The post is not politically restricted
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy 
· Able to travel across the county and work from various office locations within the county.



	Health and Safety at Work [Completed by service lead] 

	
All employees have responsibilities for health and safety – both for themselves, colleagues and the people we work with.  
 
The potential significant hazard(s) and risk(s) for this post are identified below (those ticked). 
 


 

	​​☐​ 
	Provision of personal care on a regular basis 
	​​☐​ 
	Driving HGV or LGV for work 

	​​☐​ 
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects 
	​​☐​ 
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes) 

	​​☐​ 
	Working at height/ using ladders on a regular/ repetitive basis 
	​​☐​​ 
	Restricted postural change – prolonged sitting 

	​​☐​​ 
	Lone working on a regular basis 
	​​☐​ 
	Restricted postural change – prolonged standing 

	​​☐​ 
	Night work 
	​​☐​ 
	Regular/repetitive bending/ squatting/ kneeling/crouching 

	​​☐​ 
	Rotating shift work 
	​​☐​ 
	Manual cleaning/ domestic duties 

	​​☐​ 
	Working on/ or near a road 
	​​☐​ 
	Regular work outdoors 

	​​☐​ 
	Significant use of computers (display screen equipment) 
	​​☐​​ 
	Work with vulnerable children or vulnerable adults 

	​​☐​ 
	Undertaking repetitive tasks 
	​​​☐​​ 
	Working with challenging behaviours 

	​​☐​ 
	Continual telephone use (call centres) 
	​​☐​ 
	Regular work with skin irritants/ allergens 

	​​☐​ 
	Work requiring hearing protection (exposure to noise above action levels) 
	​​☐​ 
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres) 

	​​☐​ 
	Work requiring respirators or masks 
	​​☐​ 
	Work with vibrating tools/ machinery 

	​​☐​ 
	Work involving food handling 
	​​☐​ 
	Work with waste, refuse 

	​​☐​ 
	Potential exposure to blood or bodily fluids 
	​​☐​​ 
	Face-to-face contact with members of the public 

	​​☐​ 
	Other (please specify):  
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