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	Job Title:
	VanESSA Driver & Project Support Officer 

	
	Service Area:
	Communities 

	
	Team:
	Communities

	
	Salary:
	Subject to job evaluation



Job Description


Main Purpose of Job:

To safely operate and maintain the VanESSA (East Suffolk Support and Advice) mobile food and advice hub vehicle, supporting the practical delivery of East Suffolk Council's rural mobile hub programme.
Working alongside the Citizens Advice East Suffolk Coordinator and partner organisations, you will drive the vehicle to rural community locations across East Suffolk, undertake vehicle checks and maintenance, set up and pack down the mobile hub, manage equipment and stock (including food stock for the VanESSA Pantry), and help ensure every session operates safely, efficiently and professionally.



Our Values

You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
Driving and Vehicle Operation
· Safely drive the VanESSA mobile hub vehicle to locations across East Suffolk.

· Plan journeys and routes, considering vehicle size restrictions, low bridges and access requirements.

· Complete daily driving schedules and associated records.

· Carry out daily vehicle safety inspections and report any concerns.

· Refuel the vehicle, replenish water supplies and ensure batteries and onboard systems are charged and ready for operation.

· Maintain accurate mileage, fuel and maintenance records.

· Report faults promptly and arrange repairs in line with council procedures.

Vehicle Maintenance

· Keep the vehicle clean, presentable and operational, both internally and externally.

· Undertake routine checks of tyres, lights, fluid levels and onboard equipment.

· Monitor the condition of heating, leisure battery and other onboard systems.

· Ensure servicing, inspections and MOT requirements are scheduled and completed.

· Report defects immediately and remove the vehicle from service where required to ensure safety.

Mobile Hub Set-Up and Operation

· Prepare the vehicle before each session and return it to operational readiness at the end of the day.

· Set up and dismantle the mobile hub at each community location.

· Deploy and monitor accessibility equipment, including steps, wheelchair ramps and associated safety equipment.

· Check that Wi-Fi and other operational systems are functioning correctly.

· Set up tables, chairs, signage and promotional materials.

· Undertake food equipment monitoring and recording when the social supermarket service is operational.

· Ensure all equipment is safely stored and secured before vehicle movement.

Equipment and Stock Management

· Load and unload equipment, supplies and resources.

· Manage stocks of leaflets, promotional materials, consumables and wellbeing resources.

· Support the loading and unloading of food stock into vehicle cupboards, refrigerators and storage areas from the base location.

· Undertake and record food temperature checks where required.

· Maintain accurate stock and inventory records.

Operational Support

· Assist partner organisations and service providers with practical set-up requirements.

· Monitor health and safety arrangements around the vehicle and associated activities.

· Complete incident, accident and defect reporting documentation as required.

· Maintain operational paperwork, records and checklists.

· Support emergency procedures and business continuity arrangements where required.

· Provide effective handovers to colleagues to ensure continuity of service between shifts and locations.

General Responsibilities

· Ensure compliance with relevant health and safety, safeguarding, food hygiene and data protection requirements.

· Represent East Suffolk Council and partner organisations professionally when engaging with residents, communities and stakeholders.

· Promote and adhere to the workplace values of the organisation.

· Undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.



Line Manager:
Responsible for:  None


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at (July 2026) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience
	· Experience of driving as part of a work-related role.

· Experience of carrying out routine vehicle safety checks.

· Knowledge of health and safety responsibilities in a public-facing environment.

· Experience of maintaining accurate records and checklists.


	· Experience of driving larger vehicles, including vans or mobile service vehicles.

· Experience of vehicle maintenance or minor repairs.

· Experience of supporting community services, events or outreach programmes.

· Experience of food handling or stock control.



	Skills and Abilities:

	· Excellent customer service and interpersonal skills.

· Ability to work independently and use initiative to resolve problems.

· Good verbal communication skills, including the ability to manage difficult situations professionally.

· Ability to undertake manual handling activities safely.

· Good organisational skills and attention to detail.
· Ability to work effectively both as part of a team and on own initiative.
· Ability to use IT, eg. MS Office
· Ability to work outdoors and travel throughout East Suffolk in all weather conditions.


	· Experience of working with partner organisations and volunteers.



	Education and Training
	· 4 GCSE/O level passes A-C or equivalent including English and Maths  
· Willingness to undertake training in food hygiene, safeguarding and first aid.

· Willingness to undertake training in driving larger vehicles if required.


	· Food Hygiene Certificate.



	Other Requirements
	· Full, clean UK driving licence appropriate to the vehicle.

· A commitment to own development and supporting training and development initiatives.

· Must be able to travel regularly throughout East Suffolk.

· Flexible and willing to work outside of normal working hours, with occasional work in the evening and at weekends .

· To promote and adhere to the workplace values of our organisations
· Reliable, trustworthy and able to work effectively without direct supervision.


	· 
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