Job description




	Job title: Fleet Coordinator 
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	Department: Commercial & Operations
Service: Parking, Transport & Fleet
Section: Fleet Services
Grade: E
Post reference number: 

		

	1 Job purpose

To provide a high quality customer interface and efficient back office administration to the Fleet Services team. To be responsible for planning, creating, closing and invoicing jobs in the Eastcroft and Woolsthorpe garages.

To deliver an effective, efficient service reception to the range of workshop customers including internal colleagues, commercial contracts and private individuals.

To operate the pool and personal hire service; including taking bookings and payments, ensuring vehicles are ready for collection and undertaking checks once vehicles are returned.

To ensure drivers and vehicles comply with Council and national guidelines through compliance and enforcement activities.

	

	2 Principal duties and responsibilities

	
1. To book in and organise jobs and communicate to Workshop Managers with in Fleet Services and produce and maintain necessary files and documentation in relation to Workshop activities 
2. To provide a professional, customer-focused service and excellent customer interface across a range of technology (telephone, email, face to face) and with a variety of clients including internal colleagues, commercial contracts, taxis and private individuals
3. To create, update and distribute service schedules for vehicles, plant and equipment for internal departments and external customers. Control, monitor and update workshop capacity including MOT tests, services and repair bookings
4. To raise invoices for customers and to ensure that these are paid on time
5. To liaise with hire suppliers in line with delivery and return of vehicles or plant, completing necessary documentation.
6. To plan the workshops’ schedule to ensure an appropriate amount of work is in every day and that we can give sufficient notice to customers
7. To take bookings and payments for Pool and Hire vehicles and equipment, ensuring the vehicle is ready for collection and is in good order when returned; this includes washing and vacuuming the vehicles when needed
8. To keep well-maintained records for all Fleet Services activities
9. To be responsible for ensuring jobs are created, closed and billed correctly
10. To be responsible for the upkeep of the waiting room, including cleanliness, Health & Safety and the maintenance of customer care standards.
11. Operate DVSA MOT testing systems as an administrator
12. To work with third-party organisations to arrange sub-contract work as requested and create purchase orders to ensure invoices are accurate and paid in a timely manner
13. To help prepare recently purchased vehicles for use by departments and to help prepare other vehicles for sale
14. To take payments, by cash or card and complete the relevant associated documentation 
15. To protect the Council’s reputation and its Vehicle Operators Licence by enforcing and reporting on the condition and operation of Nottingham City Council’s vehicle and plant fleet.
16. To manage the Council’s vehicle cleaning facilities. Including managing vehicle wash access cards, taking payments from private customers, organising cleaning of the wash area and monitoring, ordering and restocking detergents 
17. To undertake monitoring and administration of fuel and fuel stock
18. To undertake training as required by manager
19. To be willing to work at either Eastcroft or Woolsthorpe Depots (and any other sites) as required by the service

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act.

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder: None

	

	7. Post holder’s immediate supervisor:  Senior Fleet Coordinator, Fleet Services

	

	Prepared by/author: Matt Ralfe                            	Date:  February 2017

	Job title: Business Performance Analyst




Person specification



	Job title: Fleet Coordinator 
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	Department: Commercial Operations & Neighbourhood Services
Service: Parking, Transport & Fleet
Section: Fleet Services
Grade: E
Post reference number: 

	

	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge
	Knowledge of booking or other fleet management systems
	
	
	
	
	

	Skills
	Strong organisational skills
	
	
	
	
	

	
	Ability to use IT in the use of spreadsheets, email and data
	
	
	
	
	

	
	Excellent communication skills, both verbal and written when dealing with a variety of individuals
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	Strong numeracy skills
	
	
	
	
	

	
	Excellent customer service skills
	
	
	
	
	

	
	High levels of accuracy when inputting and interpreting numbers and data
	
	
	
	
	

	
	Able to effectively work as part of a team
	
	
	
	
	

	Experience

	Experience of customer service in a busy environment
	
	
	
	
	

	
	Experience of raising invoices/purchase orders
	
	
	
	
	

	
	Experience of working in a commercial environment
	
	
	
	
	

	Work Related Circumstances

	Prepared to be pro-active in undertaking work
	
	
	
	
	

	
	Willingness to comply with the City Council’s non-smoking policy.
	
	
	
	
	

	
	Willingness to undertake training and development
	
	
	
	
	

	
	Full driving licence
	
	
	
	
	

	Work to promote mutual respect and good relations
	An awareness, understanding and commitment to the City Council’s Equality Scheme in terms of service delivery and employment.
	
	
	
	
	

	
	Willing to dress and act in a manner which portrays a positive image of Nottingham City Council
	
	
	
	
	

	
	Ability to promote and develop the service and to maintain a high standard of customer care.
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Matt Ralfe                            	Date:  February 2017

	Job title: Business Performance Analyst
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