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Job Holder:


Duty Train Crew Manager
Reports to:


Resource Delivery Manager
Grade:



Resource Allocator
Safety Status:


Key Safety
Date version agreed:

June 2017

1.  Job Purpose

To ensure the appropriate level of train crew resources are available and deployed through efficient utilisation of resources and to act as first contact and main liaison point for train crew, whilst ensuring relevant standards are adhered to in conjunction with the relevant Company Standards.

	2. Safety Details
	

	A.  This job requires Security Clearance (e.g. Running of Special Trains)
	NO

	B.  The job holder is required to hold a relevant Track Safety competence (e.g. PTS)
	NO

	C.  This is a Safety Critical Work Post
	NO

	D.  This is a Key Safety Post
	YES

	E.  Reference to this job is included in West Midlands Trains Safety Certification documents
	NO

	F.  This job Manages Employees (undertakes specific tasks indicated in the occupational & operational standards manuals)
	YES

	G.  This job Manages Locations (undertakes specific tasks as indicated in the occupational and operational standards manuals)
	YES



3.  Dimensions

(Indicate in quantitative terms the key areas on which the job has an impact)

A.  Financial:     

Work within train crew budget expenditure

B.  Staff:  
No direct reports 

C:  Others:             

Compliance with employment Law/Legislation

4. Key Accountabilities

· Complete all rostered hours of duty,

· Work within agreed budget expenditure,

· To be accountable for ensuring optimum;

· Train service performance

· Resource utilisation

· Rest days worked

· Overtime utilised

· Sunday hours used

· Variances from the base plan.

· Manage the booking on and off of train crew in accordance with West Midlands Trains standards, ensuring all staff are booking on fit for duty.

· Monitor correct provision of Drivers and Senior Conductors to meet service requirements. 

· Prepare issue and receive revenue equipment at designated depots.

· Daily provision of traincrew diagrams and posting of train crew rosters and 7 day/48 hour mark ups.

· Provision of all train crew publications and notices at depots – Including but not limited to all traincrew request forms, NDNA requests, leave forms and distribution of leave forms to traincrew pigeon holes. 
· Provide relevant notice case information to depots in accordance with Train Operators Safety Manual.
· Participate in conference calls and meetings as required/requested.

· Explain and investigate delays attributed to resource provision and propose corrective action.
· Assist the Resource Delivery Manager in the development of processes and systems within the Resources function.    

· Where applicable, liaise with alternative transport providers. This will include the management of pre-planned taxi bookings, as well as ad hoc bookings where necessary. 

· Liaise with payroll for any pay queries and issues as required. 

· Organising out of hours medication enquiries as required. 

· Liaise with Facilities for fault reporting as required. 
To be accountable for ensuring optimum train service performance through;
· The effective and efficient deployment of resources, both on the day and through forward planning for the days ahead when the 48 our mark-up is available via the back desk function whilst liaising with other DTCM locations to ensure robust plans are in place for service provision.

· Use of the relevant software to maintain resource skills and hours of duty including allocation and authorisation of overtime.

· Ensuring that short notice changes to plan are implemented in accordance with business requirements, priorities, and employee terms & conditions - including service disruption, short term planning, Control requirements and depot cross cover.
· Adherence to financial guidelines in respect of authorising overtime, rest day working, Sunday duty and taxi provision.

· Maintenance of systems and records for traincrew and allocation of resources with regard to competence, health & safety, and fitness for duty of staff.

· Compliance with all safety responsibilities as detailed in the appropriate Safety Responsibility Statement.

· Any other duties commensurate with the grade, post and as required or requested by Management, if  by mutual agreement. 


5. Context
a) OPERATING ENVIRONMENT:

Utilisation of a large workforce spread across different locations.  All train crew terms and conditions are covered by legacy collective bargaining arrangements across a number of unions. The delivery of a consistent train service is through the front line delivery colleagues and their Managers.  The franchise obligations are based around such delivery.

b) FRAMEWORK & BOUNDARIES:

The nature of the collective agreements means that a detailed knowledge of terms and conditions and their implications is essential to the role.  This is coupled with the need to build good working relationships and communication to engender employee engagement

c) ORGANISATION:

(Attach a copy of a current organisation chart and for each subordinate who reports

directly to you, outline below their overall responsibilities)

Organisation chart – 

Not currently available for West Midlands Trains

6. Relationships
a) SUBORDINATES:

None
b) SUPERIOR(S):

Regular meetings and reviews with the Resource Delivery Manager. 

c) OTHER CONTACTS

(i) Within the Company

Train Crew; Train Crew Management; Planning & Resources Management; Roster Clerks; Payroll; Control & Current Operation; other DTCM’s.
     (ii) Outside the Company

Taxi companies; other TOCs; ATOS origin; Network Rail; occupational health provider; British Transport Police; cash collection providers

7.  Knowledge and Experience

KNOWLEDGE AND EXPERIENCE:

(What kind of knowledge, skills and experience are necessary to enable satisfactory performance in your job)

· Knowledge of West Midlands operations and geography.

· Thorough knowledge and experience of rostering, and all train crew Conditions of Service.

· Good understanding of roster construction, linking and the relationship to train planning and diagramming.

· Knowledge of Crewplan, Genius and it’s associated elements.

· Good interpersonal and communication skills with the ability to operate and negotiate in a challenging environment.
· Practised and effective problem solver, always ready and able to take the initiative.

· Sound verbal and written skills and IT capability.
· Able to work proactively and adopt a methodical and structured approach.

· Competent in the maintenance of systems, procedures and records.

· Experience of budgetary control and the management of costs.
· Understanding of the impact of train service performance for the customer.


8.  Job Challenge(s):

The role is integral to ensuring the delivery of the train service and operates in a fast moving and developing business.
The role needs to value employee engagement and engage in building positive and professional relationships with all stakeholders.  
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9.  Sign off








Job Holder:………………………………………………..  Date:………………..








Manager:…………………………………………………..  Date:………………..
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Date: ………………………………………………………………………………….



















