Azmal Mohammed Hussain	1806291	2018
Azmal Mohammed Hussain	1806291	2018

[bookmark: _GoBack]11/28/2018
   






Contents
Contents	1
Introduction	1
Speaker notes	1
Creating personnel specification Job description	1
Quotes added on slides	3
Training details	4
Reference	4
Order of appearance	4

	


[bookmark: _Toc531133741]Introduction
I have put together this essay which will be used as speaker notes.
I will be introducing the team and will open the presentation.
And I will begin with Job Description and person specification.
What is the company is about and what type of candidates we are looking for the skills, experience and people skills.




[bookmark: _Toc531133742] Speaker notesThe opening

Asalamualikum
Arabic Marhaba
Polish zień dobry
Welsh bore da
French Bonjour
Hindi Namaste
Hello

My name is Azmal Hussain
I am here with my team from a-z transport and minibus to speak about job description and what this organisation is about and the personal specification we are looking for.
[bookmark: _Toc531133743]Creating personnel specification Job description

We’re looking for safe, experienced drivers with or without the PCV qualification to join and to drive our passengers including elderly’s, the work commuters, school goers, along our city centre and out-of-town routes. You will need to keep to duty boards and rosters, and make sure you reach your destinations to the stated times and timetable available to the public.
The ideal person will need to be excellent at customer service – friendly, approachable and helpful to every passenger who gets on your bus.
You’ll also complete walk-round checks to ensure your bus is road-worthy, check for lost property, use the on-bus radio, issue tickets and use ramps to help disabled customers as and when required.

Key Responsibilities:

• To drive any Company vehicle in accordance with the legal requirements and Company
procedures following duties allocated by the Operations Staff.
• To communicate with customers in a clear concise and polite manner and to ensure they are respected and made to feel welcome regardless of age, sex, race, colour or culture.
• When allocated local bus work to collect fares, issue tickets, passes, etc and account for all
monies taken in accordance with Company procedures.
• To follow all legislative requirements concerning Drivers’ hours regulations, including the use of tachographs, if appropriate.
• To ensure that any vehicle is driven with due care and attention, ensuring the safety of the passengers and general public. To ensure that defensive driving is practiced throughout every journey, being aware of potential hazards and how to avoid them, complying with Company procedures when parking or handing over vehicles.
• To ensure the Driver ‘First Use’ and defect procedure is fully completed to ensure safety and
road-worthy condition of the vehicle. To ensure customers with special needs are given every assistance and attention, and to be able to control difficult/challenging customers within legislative and Company procedures.
• To report any incident that involves injury, damage to any passenger, pedestrian or third party property immediately, in line with Company procedures.
• To handle any emergency which may arise, including following procedures in the event of a
vehicle fire.
• To carry out duties safely in accordance with all Company and legal requirements, and be fully conversant with the duty of employees under the Health & Safety legislation.                                         • To ensure prompt and accurate completion of all appropriate reports.
• To promote the company generally and do everything possible to enhance the company’s
image through appearance and behaviour, ensuring that they report for duty sober, in smart
uniform and on time.
Skills:
• Must hold a valid PCV License with no more than 3 penalty points.
• Previous bus/coach driving experience and tour work.
• Must be able to demonstrate an understanding of written and spoken English.
• Ability to work without close supervision.
• Excellent people and communication skills with the ability to deal with people effectively and with ease.
• Experience of delivering excellent customer service in a fast paced working environment.
https://www.totaljobs.com/job/bus-driver/ths-job83724701
DQC / CPC: You’ll get your Driver Certificate of Professional Competence (CPC) card when you’ve done 35 hours of periodic training. The card is sometimes called a ‘driver qualification card’ or ‘DQC’.You must carry this card while driving a lorry, bus or coach professionally.
https://www.gov.uk/driver-cpc-training/getting-your-driver-cpc-card
You must always carry your DQC as evidence of your Driver CPC status while driving professionally (or vocational licence, if you hold ‘acquired rights’). If you don't, you will be liable for penalties. The Driver CPC is enforced in all European Union (EU) member states. If you are driving in another EU country, you must still hold a valid Driver CPC, and carry your DQC, unless you have an exemption.
https://www.nidirect.gov.uk/articles/driver-qualification-card-and-driver-cpc
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Quotes added on slides

We are all riding on the same bus.
Mark Sheppard
Finding a good bus driver can be as important as finding a good musician.
Reba McEntire
People will often give you a detailed tour of the underside of the bus that they will throw you under later.
Steffan Piper
If you want reality take the bus.
David LaChapelle
Lots of people want to ride with you in the limo, but what you want is someone who will take the bus with you when the limo breaks down.
Oprah Winfrey
Sometimes it’s good to miss a bus. It might be the wrong bus.     
Steve Guttenberg
Never run after a bus or a man. There will always be another one.
The unknown
Bus stops are far more interesting and useful places to have art than in museums.
Banksy
A bus ride is like being in another world.
JA Redmerski

[bookmark: _Toc531133745]Training details
The Newport Transport Commercial Driver Training Centre
  160 Corporation Road
  Newport
  NP19 OWF
  T: 01633 670 563
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https://www.totaljobs.com/job/bus-driver/ths-job83724701

https://www.gov.uk/driver-cpc-training/getting-your-driver-cpc-card	
https://www.nidirect.gov.uk/articles/driver-qualification-card-and-driver-cpc
http://www.wiseoldsayings.com/bus-quotes/
https://www.newportbus.co.uk/portfolio/comm-driver-training



[bookmark: _Toc531133747]Order of appearance
1st Personal Specification and job description Azmal Hussain
2nd Advert Sahidur Rahman
3rd CV Ziaur Rahman
4th Selection Process Ataur Rahman

Presentation slides
Placed in sequence by Azmal Hussain

Slides
4x Azmal
All in order Azmal
Handouts.







Contribution Audit - Team 3	Assignment Title: Recruitment Presentation	
Start Date: 31-10-18	Completion Date: 28-11-18

	Task Name
	Start date
	Completion date
	Team Member Name

	Group meeting to decide each member task assignment
	07/11/2018
	07/11/2018
	All members

	Research into recruitment advertising 
	08/11/2018
	27/11/2018
	Shahidur

	Research into Job Description & Person Specification
	08/11/2018
	27/11/2018
	Azmal

	Research into CV, Job Application and Covering Letter
	08/11/2018
	27/11/2018
	Ziaur

	Research into recruitment selection method
	08/11/2018
	27/11/2018
	Ataur

	1000 word presentation notes write-up
	09/11/2018
	27/11/2018
	All members

	Presentation Speaker Notes Outline
	14/11/2018
	27/11/2018
	All members


	
	Meeting with Laura where we decided that we will be recruiting a bus driver
	21/11/2018
	14/11/2018
	All members

	Team Meeting to discuss presentation slides
	21/11/2018
	14/11/2018
	All members

	Team Meeting to discuss final co-ordination for the presentation
	27/11/2018
	27/11/2018
	All members

	Team presentation rehearsals
	27/11/2018
	27/11/2018
	All members
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