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	HELP KEEP FERMANAGH CONNECTED


Permanent  |  35 hours per week  |  £27,591.20 per annum
25 days annual leave + 11 public holidays  |  Pension  |  Training and development  | 
Free uniform  | Free parking  | A role with real purpose
Not every job changes lives. This one does.
Closing date: Tuesday 1st September
Interview date: Monday 7th September
Reference: TOC/2026
Fermanagh Community Transport is an Equal Opportunities Employer
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1. Informal Visit
Potential applicants are warmly invited to arrange an informal visit before completing their application or attending an interview. The visit provides an opportunity to see how Fermanagh Community Transport operates, meet members of the team, gain a better understanding of the workplace culture and ask questions about the Transport Operations Coordinator role.
An informal visit is optional and will not form part of the selection process or influence shortlisting. It is intended to help candidates decide whether the role and organisation align with their experience, interests and values.
Time slots for Informal Visits will be available on Tuesday 18th and Wednesday 19th August.
To arrange an informal visit, please contact Fermanagh Community Transport on 028 66324260 or email lara@fermanaghcommunitytransport.com.

2. At a Glance and How to Apply
	Post
	Transport Operations Coordinator

	Contract
	Permanent

	Hours
	35 hours per week, normally 8.30am/ 9.00am to 4.30pm/5.00pm, Monday to Friday, exclusive of meal breaks

	Salary
	£27,591.20 per annum

	Location
	42 Enniskillen Business Centre, Lackaghboy Industrial Estate, Enniskillen, BT74 4RL

	Responsible to
	FCT Manager

	Closing date
	Tuesday 1st September 

	Shortlisting 
	Wednesday 2nd September 

	Interview date
	Monday 7th September


How to apply
Complete all relevant sections of the application form. A CV will not be accepted in place of the form.
Show clearly how you meet the essential criteria and, where applicable, the desirable criteria.
Return the completed application form by the stated closing date. Late applications will not be considered.
Complete the Fair Employment Monitoring Questionnaire.  Monitoring information is separated from the application and is not supplied to the selection panel. Completion is voluntary, although applicants are encouraged to respond. The information is used for equality monitoring and statutory reporting where applicable.


Return applications to
Fermanagh Community Transport
42 Enniskillen Business Centre
Lackaghboy Industrial Estate
Enniskillen, BT74 4RL
Email: lara@fermanaghcommunitytransport.com 
Telephone: 028 66324260
Website: www.fermanaghcommunitytransport.com

If submitting by post, mark the envelope “Transport Operations Coordinator”. If submitting by email, use the subject line “Transport Operations Coordinator Application”.


3. Local Press Recruitment Advert



	COULD YOU HELP KEEP FERMANAGH CONNECTED?
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TRANSPORT OPERATIONS COORDINATOR
Full-time, 35-hours  |  £27,591 per annum

Every day, Fermanagh Community Transport helps older people, people with disabilities and other individuals and communities who do not have access to a car or public transport access healthcare, shopping, social activities and essential services.
We are seeking an organised, proactive and people-focused coordinator to lead our small front office team, oversee bookings and transport schedules, support customers with empathy and resolve operational problems. You will be a calm decision-maker and excellent communicator who can coordinate people, balance competing priorities and maintain high service standards.
Experience in transport or logistics, scheduling, customer service leadership, health or social care coordination, operational systems, reporting, or the community and voluntary sector would be advantageous.
What we offer
· 25 days annual leave plus 11 public holidays  •  Workplace pension  •  Training and development  •  Free parking  • Free uniform  • A role with real purpose
	NOT EVERY JOB CHANGES LIVES. THIS ONE DOES.


Request an application pack today and help keep Fermanagh connected.
Application pack: www.fermanaghcommunitytransport.com/jobs 
Closing date: 1st September 2026
Email: lara@fermaanghcommunitytransport.com  |  Tel: 028 66324260
Fermanagh Community Transport is an Equal Opportunities Employer


4. About Fermanagh Community Transport
Fermanagh Community Transport is a local charity that provides affordable, accessible and reliable transport. Its purpose is to reduce rural social exclusion, isolation and loneliness and to help people remain independent and connected to their communities.
Why this role matters
The Transport Operations Coordinator is not simply a scheduler. The postholder will be the day-to-day operational lead within the front office, coordinating people, bookings, customer service, transport resources and the practical response to changing circumstances.
The person we are looking for
A capable coordinator who organises work through others and follows through on delivery.
A calm and fair decision-maker who can distinguish urgent issues from routine demands.
A compassionate communicator who treats every passenger with dignity and respect.
A practical problem-solver who takes ownership and keeps services moving.
An improvement-minded colleague who can strengthen systems, teamwork and resilience.
A reliable and detail-focused administrator who maintains accurate records.


For more information please visit www.fermanaghcommunitytransport.com 


5. Job Description
	Job title
	Transport Operations Coordinator

	Responsible to
	FCT Manager

	Staffing responsibility
	Day-to-day coordination of the small front office booking and administration team

	Contract
	Permanent

	Hours
	35 hours per week, normally 8.30am/ 9.00am to 4.30pm/5.00pm, Monday to Friday, exclusive of meal breaks

	Salary
	£27,591.20 per annum

	Location
	FCT office, Enniskillen


Job purpose
To coordinate the day-to-day operation of Fermanagh Community Transport’s front office, ensuring the effective delivery of booking, scheduling, customer service and administrative functions. The postholder will allocate workloads, support colleagues, oversee live service delivery and maintain consistent standards. The role will support the FCT Manager by escalating risks, providing operational information and helping improve systems, service continuity and team capability.
Team coordination and leadership
Set daily priorities and allocate work across the front office team.
Coordinate telephone, reception, booking and scheduling cover, including effective handovers.
Hold short operational briefings and ensure actions, changes and responsibilities are understood.
Monitor completion, accuracy and customer service standards, redistributing work where needed.
Support induction, coaching, cross-training and identification of development needs.
Address routine work issues constructively and escalate formal or sensitive matters to the FCT Manager.
Booking, scheduling and live service delivery
Lead the accurate receipt, clarification and recording of authorised journey requests.
Coordinate and quality-check schedules, balancing passenger needs, accessibility, geography, timing, vehicle suitability, driver or volunteer availability and cost.
Maintain oversight of daily service delivery and coordinate responses to delays, cancellations, breakdowns, absences, no-shows and urgent requests.
Ensure changes and important passenger information are communicated promptly and systems are updated.
Identify recurring capacity, efficiency or service issues and recommend practical solutions.
Customer service and communication
Ensure members, potential members, carers, visitors, drivers, volunteers and partners receive a welcoming, accessible and professional service.
Handle complex enquiries and complaints calmly, escalating where appropriate.
Promote dignity, choice, confidentiality and person-centred communication.
Maintain clear communication with internal and external stakeholders.
Administration, systems and compliance
Maintain accurate operational records and ensure agreed procedures are followed consistently.
Use scheduling software, Microsoft 365 and other relevant systems to support bookings, scheduling, workflow and reporting.
Carry out proportionate checks of records and correct errors.
Follow and reinforce policies on safeguarding, health and safety, data protection, equality, complaints and incident reporting.
Continuous improvement and reporting
Produce operational reports, statistics and updates for the FCT Manager.
Review customer feedback, recurring errors and service pressures to identify improvements.
Support implementation of new systems, technologies and ways of working.
Help build team resilience so essential functions do not depend on one individual.
General
Report significant safety, safeguarding, staffing, service-continuity or reputational risks promptly.
Undertake training and reasonable duties consistent with the level and purpose of the post.
Work flexibly when operationally required, in line with organisational arrangements.


6. Person Specification
The shortlisting panel will assess the application against the criteria below. Applicants should provide clear evidence and specific examples. Desirable criteria may be used to distinguish between candidates who meet the essential criteria.
	Criterion
	Essential
	Desirable

	Qualifications and relevant experience
	Five GCSEs at Grade C/4 or above, including English and Mathematics, or recognised equivalents, plus at least two years’ relevant paid experience; OR at least four years’ relevant paid experience in office coordination, scheduling, logistics, customer service or a comparable operational role.
	Level 3 or higher qualification in management, business administration, customer service, transport operations or a related subject.

	Team coordination and leadership
	Experience coordinating the work of others, allocating tasks, monitoring completion and maintaining standards. Ability to support colleagues, communicate expectations and promote accountability.
	Formal supervisory or line-management experience; experience contributing to induction, appraisal, absence management or recruitment.

	Operational prioritisation and judgement
	Evidence of managing competing priorities, adapting plans and making sound decisions under pressure.
	Experience coordinating transport, mobile staff, appointments, rosters or logistics.

	Customer service and communication
	Experience of delivering professional customer service, including handling sensitive, challenging or distressed callers. Clear written, telephone and face-to-face communication.
	Experience supporting older people, people with disabilities, carers or other customers needing additional support.

	Organisation, records and digital skills
	Strong organisation, attention to detail and follow-through. Competence in Word, Excel, Outlook and electronic records. Ability to learn specialist systems.
	Experience using scheduling software, a CRM or other operational system; experience producing reports or performance information.

	Continuous improvement
	Ability to identify problems, suggest practical solutions and support better ways of working.
	Experience implementing a process, service or digital improvement.

	Knowledge and values
	Awareness of rural isolation and the needs of older people and people with seen and unseen disabilities. Commitment to dignity, equality, confidentiality and person-centred service.
	Awareness of community transport, the voluntary and community sector, safeguarding, UK GDPR 

	Personal qualities
	Professional, compassionate, reliable, calm, fair, solution-focused and willing to take responsibility. Able to support others while setting clear expectations.
	Evidence of developing colleagues, strengthening team resilience or leading sustained improvement.




7. Application Form
	TRANSPORT OPERATIONS COORDINATOR APPLICATION



For office use only:  Reference __________  Date received __________  Eligible for shortlisting:  ☐ Yes  ☐ No
A. Personal and contact details
Full name
 
Address
 
Postcode
 
Telephone number
 
Email address
 
Do you require reasonable adjustments for any stage of the recruitment process?  ☐ No  ☐ Yes
If yes, please provide details or contact us confidentially:



B. Eligibility
☐  I am legally entitled to work in the United Kingdom.
☐  I can meet the normal working pattern stated for the post.
The successful applicant will be asked to provide evidence of eligibility to work in the UK.  The successful applicant will be required to undergo a Basic Access NI Disclosure Check.
C. Employment history
Begin with your present or most recent employment. Explain any significant gaps in employment in the space provided.

Employment 1
	Employer name and address
	 


	Job title
	 


	Dates employed and reason for leaving
	 


	Key responsibilities and achievements
	 




Employment 2
	Employer name and address
	 


	Job title
	 


	Dates employed and reason for leaving
	 


	Key responsibilities and achievements
	 




Employment 3
	Employer name and address
	 


	Job title
	 


	Dates employed and reason for leaving
	 


	Key responsibilities and achievements
	 








Employment gaps or additional employment information:






D. Education and qualifications
	School, college or provider
	Dates
	Qualification or subject
	Grade or result

	  
	 	 	 
	 	 	 	 
	 	 	 	 
	 	 	 	 
	 	 	 	 
	 	 	 	 

E. Training and professional development
	Course or training
	Provider
	Date / duration

	  
	 	 
	 	 	 
	 	 	 
	 	 	 
	 	 	 
	 	 	 

F. Supporting statement
Provide concise, specific examples. You may use the Situation, Task, Action and Result structure. Maximum 2,000 words across Sections F1 to F5.
F1. Team coordination and leadership
Describe a time when you coordinated the work of several colleagues to achieve a shared goal. Explain your own role, how you allocated or coordinated work, how you maintained standards and the outcome.










F2. Operational prioritisation and judgement
Describe a particularly busy situation involving several urgent or competing demands. Explain how you decided what to do first, how you communicated priorities and what happened.








F3. Continuous improvement
Describe a process, system or way of working that you improved. Explain the problem, the action you took and the difference the improvement made.







F4. Customer service and communication
Describe a difficult customer situation you handled successfully. Explain how you listened, communicated, resolved or escalated the issue and protected the relationship.







F5. Values and motivation
Explain why you want to work for Fermanagh Community Transport and what excellent service means for older people and people with disabilities living in rural communities.







8. References and Declaration
Provide two referees who can comment on your suitability for the post. One should normally be your current or most recent employer. Referees should not be family members.  FCT will not contact your current employer before a conditional offer is made and we will request your permission.
Referee 1
	Name
	 


	Organisation and position
	 


	Address
	 


	Telephone
	 


	Email
	 


	Relationship to applicant
	 



Referee 2
	Name
	 


	Organisation and position
	 


	Address
	 


	Telephone
	 


	Email
	 


	Relationship to applicant
	 



Declaration
☐  I confirm I have the consent of the above named Referees to share their contact details.
☐ I confirm that the information in this application is true and complete to the best of my knowledge.
☐  I understand that deliberate misrepresentation or omission may lead to withdrawal of an offer or dismissal.
☐  I consent to FCT processing the information in this application for the purpose of this recruitment exercise in accordance with its privacy arrangements.


Signature
 

Date
 


9. Fair Employment Monitoring 
Questionnaire
	PRIVATE AND CONFIDENTIAL  •  SEPARATE FROM APPLICATION


Fermanagh Community Transport is an Equal Opportunities Employer. Monitoring information is separated from the application and is not supplied to the selection panel. Completion is voluntary, although applicants are encouraged to respond. The information is used for equality monitoring and statutory reporting where applicable.
Recruitment reference number
 
A. Community background
Regardless of whether they practise a religion, most people in Northern Ireland are perceived to be members of either the Protestant or Roman Catholic communities. Please tick one:
☐  I am a member of the Protestant community.
☐  I am a member of the Roman Catholic community.
☐  I am not a member of either the Protestant or Roman Catholic communities.
Where an applicant does not answer, or selects neither community, the residuary method may be applied where required by fair employment monitoring arrangements.
B. Sex
☐  Male           
☐  Female      
 ☐ Other
Do not include monitoring information in your supporting statement.
Return applications to
Fermanagh Community Transport
42 Enniskillen Business Centre
Lackaghboy Industrial Estate
Enniskillen, BT74 4RL
Email: lara@fermanaghcommunitytransport.com
Telephone: 028 66324260
Website: www.fermanaghcommunitytransport.com

If submitting by post, mark the envelope “Transport Operations Coordinator”. If submitting by email, use the subject line “Transport Operations Coordinator Application”.

	Closing date
	Tuesday 1st September 

	Shortlisting 
	Wednesday 2nd September 

	Interview date
	Monday 7th September
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