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Specialist Fleet Services





Job Description
Job Title

:
Technical Maintenance Coordinator
Division

:
SFS
Location

:
Northampton
Reporting to
Technical Service Manager
MAIN PURPOSE OF JOB:

· To complete, validate, communicate and support the technical maintenance manager and team with the SFS service documentation, and being the lead contact for the business with zero valued jobs, alongside managing defects for none SFS workshop customers.
KEY RESPONSIBILITIES / ACCOUNTABILITIES:

To provide customer & service support for various service contracts. 

· Accurate and timely entry of jobs on Fleetwave to contracts as requested.

· Chasing and checking of compliance paperwork from internal workshops and external suppliers for the SFS business.

· Escalation of issues arising from service paperwork or job accuracy to the necessary line managers via compliance tab in Fleetwave

· Creation of defect jobs, triggered by customer emails or calls, enabling a date and time stamp to be recorded against the defect, then supporting in the management of the defect through to completion.
· Processing of SFS tyre requests, adding the detail jobs to Fleetwave, reviewing reports and obtaining recharges.
· Closing of zero valued jobs, via daily monitoring and closing of zero valued jobs to include but not limited to tyre jobs on damage inclusive basis, internal jobs where items on job are only SFS labour and included in the contract and internal jobs where defect items on job are included in the contract.
Managing Allocated KPIs and Fleet Team Reporting
· Daily chasing of SFS WIP, both internal depots and external suppliers, with system updates on time to completion

· Managing assigned KPI’s and action accordingly.
· Completion of the daily VOR reporting
· Weekly completion of the WIP report and WIP comparison report.

· From WIP comparison report highlighting areas of concern to the relevant Technical Service Controller
· Weekly production of exception report showing missed services, along with distribution to relevant technical maintenance controller

Participate as a member of the Technical Service team.

· Be an active team member responsible for answering fleet desk calls and directing or acting on the call accordingly. 

· Assist with resolution of invoice queries allocated to you via the query process.
· As scheduled manage the incoming “Fleet” inboxes to ensure emails directed correctly.

· To provide support as guided by the team’s management to support colleagues.
Ad hoc projects & any other duties as required.

Essential Skills

· Excellent demonstratable skills in planning and time management

· Good work organisation

· Excellent telephone manner

· IT literate with experience of using outlook, excel and word 

· Ability to work unsupervised and at own initiative

· Able to prioritise own workload

· High level of accuracy and attention to detail
· Ability to work under pressure and react quickly to changing business needs
Desirable Skills
· Having worked in a commercial vehicle facility 

· Ability to work independently on assigned projects 

· Experienced in dealing with confidential information
· Full clean driving licence

	COMPETENCIES, BEHAVIOURS & PERFORMANCE MEASUREMENTS

	COMPETENCY
	LEVEL (Core, Progressive, Expert, Advanced)

	COMMERCIAL THINKING
	Core

	ADAPTING TO PRESSURE & CHANGE


	Core

	DELIVERY OF RESULTS


	Core

	CUSTOMER FOCUS


	Core

	COMMUNICATION


	Core

	TEAMWORK


	Core

	DEVELOPING SELF AND OTHERS


	Core

	LEADERSHIP


	Core

	CONDUCT RISK

	· Understand how the principles of conduct risk impact on the processes and procedures within your role

· Treat customers fairly by ensuring all communication to an individual is clear, fair, jargon free and that all of their questions are answered by providing full information; enabling someone to make an informed decision

	INDIVIDUAL CONDUCT RULES

	1. You must act with integrity

2. You must act with due skill, care and diligence

3. You must be open and co-operative with the FCA, PRA and other regulators

4. You must pay due regard to the interests of customers and treat them fairly

5. You must observe proper standards of market conduct
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