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JOB TITLE  Team Operations Support 
 
DATE   1 November 2024 
 
REPORTS TO Managing Director 
 
 
 

POSITION DESCRIPTION 

 

Position purpose You will be an integral part of ensuring our driver team pick up and drop off 
of passengers from one location to another in a timely manner.   

 Main tasks 
 
 
 
 
 
 
 
 

Core objectives include:  
 

• Entering bookings as they come in 

• Responding to customer enquiries 

• Take vehicles for WOF/COF 

• Take vehicles to mechanic 

• Assist with fleet management and suppliers 

• Drive vehicle to destinations in accordance with regulations and 
company procedures 

• Own our Health & Safety process, including driver training 

• Meet and greet passengers at airport during busy times. 

• Assist with luggage/cargo transfers. 

• Manage job schedules using Google Sheets 

• Accurately capture passenger changes as they come up and relay 
information to operations. 

• Relay relevant vehicle updates to management. 

• Track flights using Flightradar. 

• Participate in team meetings. 
 
The above list is not exhaustive, and the role may change to meet the 
overall objectives of the company. 
 

Other Duties • Fulfil other duties as required by management and other department 
personnel as requested. 

 
Required qualities 

 

• Professional approach 

• Ability to work under pressure and to deadlines. 

• Organisational and time management skills 

• Have a good level of physical fitness and strength. 
 

Desired competencies • Strategic thinking 

• Positive approach to change 

• Good written and verbal communication 
 

  

PERSON SPECIFICATION 

 

Experience 
 

• At least 2 years’ experience in a logistics or operations capacity 
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Knowledge • Knowledge of transport regulations pertaining to the role 
 

Skills & competencies • Customer service focused: committed to providing exceptional 
customer service across all channels – written, phone and face to 
face.   
 

• Technology: we use good tech where possible, to stay ahead. 
You’ll have good knowledge or be willing to learn.  
 

• Communication: the ability to communicate clearly and concisely, 
varying communication style depending upon the audience. 

 

• Attention to detail: excellent attention to detail and written skills 
when communicating with others, both internally and externally. 

 

• Teamwork: willingness to assist and support others as required and 
get on with team members.  

 

• Time management/organisation: accomplish objectives effectively 
within time frame given and carry out administrative duties within 
portfolio in an efficient and timely manner. 

 
Personal attributes • Professional approach (essential) 

• Confident manner (essential) 

• Positive approach to change (essential) 
 

Other •  Clean class 1 and ‘P’ endorsement driving licence (essential) 

 
This job description serves to illustrate the scope and responsibilities of the post and is not intended to 
be an exhaustive list of duties. You will be expected to perform other job-related tasks requested by 
management and as necessary by the development of this role, and the development of the business. 
 
 
ACKNOWLEDGEMENT 
 
 
I certify that I have read, understood, and accept the duties, responsibilities, and obligations of my 
position. 
 
 

 

SIGNED BY YOU 
 
 
......................................................... 
Employee 

  
 
 
............................................. 
Date 
 
 
 


