	Job title 
	Transport Depot Supervisor 

	Career family 
	Operational Support 

	Professional pathway  
	Fleet and Transport 

	Career family level  
	Intermediate / Officer (Tier 7)  

	Grade 
	9 

	Reports to 
	Transport Depot Manager 

	Financial responsibility 
	PO raising/invoicing or influence over expenditure  

	Supervisory responsibility 
	Provides informal supervision for Drivers and Passenger Attendants, acts as the first escalation point, and covers duties when Depot Managers are absent. 

	Reference number 
	 


 
 
	Job Summary  

	The Depot Supervisor is a key member of the Fleet and Transport Service, supporting the Depot Manager by ensuring that the depot operates efficiently, safely, and in line with council procedures. This role is responsible for supporting all aspects of daily frontline operations, including staff supervision, service delivery, compliance, and administrative functions. The Depot Supervisor also acts as the first point of escalation and provides cover in the absence of Depot Managers, ensuring the continuity of service. 
 
· Assist in the management of all aspects of the daily activity of the frontline, operational delivery of the service. 
· Support the Depot Manager with staff coordination, vehicle scheduling, service delivery, and compliance with council procedures. 
· Act as cover for Depot Managers during their absence, ensuring seamless operation and oversight. 
· Serve as an escalation point for complaints, queries, or issues unresolved by drivers or passenger assistants when the Depot Manager is absent. 
· In the absence of the Depot Manager and if required, support the Council’s Emergency Planning Team, which may involve working outside normal council hours. 
· Ensure staff rotas and manifests are accurate, up-to-date, and effectively communicated to all relevant staff. 
· Maintain comprehensive and current records for all staff training, including safeguarding, first aid, Driver CPC, and Disclosure and Barring Service (DBS) checks. Proactively monitor expiry dates and ensure all requirements are met. 
· Organise, manage, and control the ordering and stock of Transport uniforms, ensuring all staff are appropriately equipped. 
· Raise purchase orders for goods and services, ensuring compliance with council procurement policies. 
· Support the Depot Manager in maintaining up-to-date staff handbooks and reviewing standard operating procedures (SOPs) regularly. 
· Act as a point of contact for staff queries regarding uniforms, training, DBS checks, and depot logistics. 
· Be available to provide driver and passenger assistant cover when required. 
· Support Transport Coordinators in performing risk assessments on vehicles for prospective passengers. 
· Contribute to continuous improvement initiatives and the ongoing development of depot services. 
  


 
 
	Specific requirements 
	Essential 
Mark with P 
	Desirable 
Mark with P 

	Experience in transport operations, logistics, or depot administration 
	P 
	 

	Strong organisational skills and meticulous attention to detail in record-keeping and stock management. 
	P 
	 

	Familiarity with training coordination, DBS checks, and staff compliance tracking 
	P 
	 

	Ability to manage staff rotas, manifests, and maintain accurate communication with teams. 
	P 
	 

	Experience acting as a point of escalation and supporting emergency response functions 
	 
	P 

	Proficiency in procurement systems, including the accurate raising of purchase orders 
	 
	P 

	Proficiency in Microsoft Office and relevant council systems (e.g., SAP, HR databases 
	P 
	 

	Understanding of safeguarding, health and safety requirements, and council policies in a transport environment. 
	P 
	 

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


 
 
 
 
 
	Working Arrangements 

	 
· The post is not politically restricted. 
· Enhanced DBS check with Barring List is required. [Note – this should be based on Verifile record/title] 
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy [add link].  
· 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):   


  
 

