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JOB DESCRIPTION
Mayor’s Driver
Date effective:  May 2023

MAIN PURPOSE OF THE POST:

To support the Mayor, Deputy Mayor and Officers in their civic capacity.  To attend civic and ceremonial events.

To act as the principal driver to the Mayor & Deputy Mayor.


RESPONSIBLE TO:	 Administrator / Assistant to Mayor


OTHER KEY RELATIONSHIPS: The Town Clerk and other Members of the Civic Team, including Sword Bearer & Mace Bearers

CONTACTS:
Internal 80%:		Mayor, Deputy Mayor, All Shrewsbury Town Council staff and Elected Members
External 20%:		Wide range of people including representatives of local organisations and officials   representing the community and Armed Forces

[bookmark: _Hlk97646704]Hours of work: Zero Hours Contract

The days and hours worked each week will depend on the number and length of engagements the Mayor attends. Therefore, the number of working hours will vary from week to week and will regularly include unsociable hours including weekends, late nights and bank holidays. 

MAIN DUTIES:

1. Responsible for maintaining the Mayoral Day Chain.

2. To assist as required with events, as instructed by the Administrator / Assistant to Mayor including the collection of silver.

3. To undertake chauffeuring duties and general duties as required in the mayoral car. 

4. Complete the daily maintenance checklist prior to each journey.

5. To ensure the Mayor’s car is kept clean and in a safe and roadworthy condition and to co-ordinate any repairs or maintenance to the Administrator / Assistant to Mayor.

6. To ensure Civic Regalia is cleaned and polished prior to Mayoral engagements / events.

7. To ensure the Mayor & Deputy Mayor are correctly presented in Mayoral Robes and Chains at all times.

8. To work in locations specified by Shrewsbury Town Council to deliver the standards and service required.






Special Requirements

1. To attend events outside normal working hours as required.

2. The role requires the Mayor’s Driver to drop off and pick up the Mayor from evening and weekend events. There will be a minimum of 3 hours per event.   

  
General Requirements

1. To carry out all duties with regard to the health, safety and welfare of self and others.

2. To actively promote as high profile as possible for the Mayor and Town Council and to carry out all duties in a manner which reflects positively on the standing and reputation of the Council.

3. To undertake additional duties as required, commensurate with the level of role.  Note:  This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder and the Council in understanding the prime function of the post.  It should not be regarded as exclusive or exhaustive as there may be other duties and responsibilities associated with and covered by the grading of the post.

	





PERSON SPECIFICATION
	ESSENTIAL
	DESIRABLE

	Qualifications/Education/Training

	· Full, current driving licence.

	· Successful completion of an advanced driver assessment.
· Experience of driving electric vehicles

	Experience

	· Considerable driving experience.

	· Experience of being a chauffeur.

	Knowledge

	· Good knowledge of the geography and road systems of Shrewsbury and Shropshire.

	· Good understanding of Civic Etiquette.
· Good understanding of protocol and orders of precedence in local government and the Armed Forces.

	Skills and competencies

	· Ability to communicate effectively, both verbally and in writing, with others at all levels, both internally and externally including with civic dignitaries, personnel and the general public.
· Good Standard of literacy and numeracy.
· Self-confidence when communicating with staff and managers at all levels.
· Ability to maintain confidentiality.
· Ability to respond quickly and safely to road traffic incidents whilst driving, together with the ability to make informed decisions about appropriate travel routes and journey times.
· Ability to plan journeys.
	· Have proficient IT and internet skills and be fully conversant with Microsoft Office and other frequently used software.


	
Personal Attributes

	· Self-reliant and self-motivated.
· Flexible, pro-active and “hands-on” approach to tasks.
· Tact and diplomacy.
· Community focussed.
· Ability to foster good relations.
· Mature and common sense approach.
· Self-disciplined to ensure relevant demarcation lines are maintained between the post holder and Mayor.
· Flexible and adaptable in the range of duties required.
	

	
Special Conditions

	· Willingness to undergo training to acquire relevant new skills or knowledge relevant to the job.
· Must be flexible, as the post may be based at various locations/times
· Satisfactory DBS checks will be required.
· Successful completion of a driver assessment.
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