Gloucester City Dial-A-Ride

Organisational Chart

Management Committee.

Treasurer.

Line Management Group.

Co-ordinator.

Development
Officer

Admin Staff.

Assistant Co-ordinator.

Drivers.
Escorts

Deal with all post.

Production of Newsletter.
Invoices.

SLA’s (City & County).
Word Processing.

Other Admin.

Driver Recruitment Admin.

Co-ordinating bus
routes/drivers.
(New) Customer
enquiries.
Servicing of buses.
Recording working
hours/holidays.

Admin Staff.

Call Handling.

Membership Records.
GMS.
Scheduling (Emergencies).

Receipt & Collation of Fares.

Management of Office Staff, Drivers,

Escorts (paid & volunteers).
Attend meetings with Local
authorities.

Liaise with other organisations.
Salary Administrations.

Purchase of new buses.
Recruitment of drivers/volunteers.
Complaint Handling.

Assist with 'day to day’ operations,
e.g. route scheduling, bus

management & fare administration.

Rules & Regs.
Recruitment with LMG.

Accounts.
Salaries.
Investments.
Liaise with outside
accountants.
Inland Revenue.

VAT

Tax
NI

Review office policies and
procedures.
Business planning.

Analysis of Fundraising needs.

Attend L.A. meetings.

Liaise with other organisations.

Work with LMG.
Advertising and promotion .
Identifying problems and
barriers associated with the
service.

Assess Q A Tools.




