 INTERNAL JOB VACANCY

TRANSPORT COORDINATOR – HILLCREST INTERNATIONAL SCHOOLS
Application deadline: 15th January 2026 by 12 noon

Key Tasks/Responsibilities include but not limited to:
1. Adhering to established Company policy/guidelines relating to Transport and communicating these to all concerned parties.
2. Preparing detailed transport timetables/weekly reports or related documentation for the consideration of Line Management about regular, one-way, door-to-door, and late bus routes.
3. Receiving and processing requests for school/site/department transport requirements which may be extraneous to regular school transport needs and preparing these for approval by the established procedure.
4. Maintaining detailed and accurate daily school transport/ late bus registers for the provision of the services required by the school or site.
5. Effectively supervising drivers to ensure that they are punctured, presentable, disciplined, and adhere to the company policy (as well as any further instruction/protocols at the local schools/site level).
6. Inspecting company vehicles allocated to the school/site regularly to ensure that they are kept fresh, clean, well-fitted as well in pristine working order. Additionally, to that the required details in the motor vehicle health and safety checklist as well as in the vehicle service checklist are entered and communicated for the action of the line management or fleet maintenance department.
7. Assist in developing a culture of total care and pride amongst drivers towards their specifically allocated vehicles and in any other vehicle that they may be temporarily allocated.
8. To ensure that detailed reports based on an ongoing driver appraisal process as well as relevant extracts from all maintained documentation are accurately prepared and presented as and when required by the line management.
9. To make immediate reports (through the line manager or otherwise instructed) to the fleet maintenance department as well as to arrange for the delivery of the indicated vehicle when this is identified as requiring mechanical, electrical or fabrication related repairs so the urgent intervention to resolve the problem is undertaken.
10. To investigate and report (through line management) on any defects on vehicle where these are considered suspect so as to ensure that company vehicles are being given all due care by the drivers allocated to them.
11. To investigate and report back (through line management) any notifications of careless or negligent driving as well as non-compliance with set programs or policies. Additionally, to support company improvements initiatives for the department (especially those to do with care of vehicles as well as safety of passengers) as communicated by line management.
12. To ensure that provision of the collective bargaining agreement (CBA – unionized employees) as well as other established company HR policies are adhered to closely and fully without exceptions.
13. To motivate drivers so that they are, at all times, performing their duties to highest possible standard. Additionally, to be accessible to and have regular meetings with the drivers so as to communicate company policies, any changes to work flows, required areas of improvement.
14. To support, cooperate and make appropriate provision for the execution of group wide transport programs as directed by line management. 
15. Interview and appoint staff within department in conjunction with HR office.
16. Analysis future transportation requirements and advice on vehicle requirements.
17. To ensure drivers are licensed, tested and certified as required by law.
18. Ensure group company vehicles are properly licensed and insured.
19. Identity and schedule relevant training to members of the department through the line manager.
20. Daily monitoring/tracking of School/company vehicles on any tracking system. 
21. Ensure that the GPRS system is functioning on all the vehicles and report on any defective device to the line management.
22. Monitor and ensure that the blink spot system is functional on all vehicles and/or report of any defective device to the line management.
23. Receive/handle parents/site/public complaints and resolve, where not possible (out of hand incidences) to involve the line management.
24. Computing of drivers overtime and submit to the Payroll Office.
25. Attend to departmental meeting and any other meeting as required by the line management.
26. Prepare any relevant departmental report as and when required by the line management. 
27. Standby/sit in for driving School routes or site purposes on basis of absent and/or less drivers on site.
28. Standby at all times and/or on emergency cases arising on site or Group as required.

EXTRA/ADDITIONAL DUTIES


· Input/maintain and prepare accurate fuel records for the Group every month and submit the same to the Accounts department for charging purposes.
· Involve in ensuring Company unmarked vehicles are well maintained and driven with extra care and kept clean at all times.
· Receive defects of the unmarked vehicles prepare the relevant documents (ABF) and submit the same to the Line Management and Fleet Maintenance to undertake repairs.
· Ensure the Company vehicles are mechanically maintained and fit for use at all times.
· Receive Group transport requests and expedite them on an effective and timely schedule.

This is a non-union position – B5, step 0

Apply by sending your application letter and C.V. with the names, email addresses, and contacts of three referees to: hr@hillcrest.ac.ke.   Only the shortlisted candidates will be contacted.

Braeburn Schools Limited takes safeguarding children seriously. The shortlisted candidates will be subject to rigorous checks and the interview process will include child protection and safeguarding.








