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JOB DESCRIPTION

Job Title


:
Hire Fleet Coordinator
Department

:
Hire
Division


:
CTS
Location


:
Berkeley
Reporting To
Hire Fleet Manager
Benchmarking Code
:
MAIN PURPOSE OF JOB:

The primary focus of this role is to drive sales growth through the hire of the short-term hire fleet through building relationships with existing and potential customers. Being responsible for the hire enquiry through to vehicle delivery ensuring all administration is in order, and compliance is achieved for both parties. 
KEY RESPONSIBILITIES / ACCOUNTABILITIES:

· Maximise Hire sales by providing high levels of customer service in all areas to include but not limited to answering of incoming calls, handling enquiries, customer queries.

· Make cold sales telephone calls to generate new business opportunities for the company. 
· Promote the Company’s services and maintain Core Values at all times in order to maintain high levels of customer satisfaction.

· Liaising as appropriate with all departments to ensure complete customer satisfaction all round.
· Taking of the vehicle hire order from initial enquiry through to vehicle delivery and completion, including final recharge of all IT input and all associated administration as required.
· Processing of all paperwork relating to the vehicle hire and customer. Ensuring all paperwork is fully compliant.
· Assisting with the organisation of drivers to deliver the vehicles to the hirer, from various locations. Coordinating and allocating their work efficiently linking in with collection and delivery logistics to maximise vehicle utilisation.
· Daily and Weekly reporting of vehicle hires.

· Daily updating Motor Insurance Database (MID).
· Keep sales database information up to date.
· To assist in production of customer hire invoicing. 

· To maintain a degree of flexibility while working to provide adequate cover to serve customer and workshop and colleague requirements.
· To provide support to the service department or other areas of the business as and when necessary
· To identify damage to off hired and in-service vehicles and following the documented process, notifying Customers regarding Vehicle damage as and when required.
· Any other duties as in keeping with the function of the department the role is in.
Essential Skills







· Excellent telephone manner and verbal communicator with the ability to build rapport with customers and potential new clients.
· A confident, professional and outgoing manner to be able to deal with customers at all levels
· Organised and methodical with ability to prioritise to tight deadlines with high standards of accuracy.
· Telephone-based sales & customer service 
· Good literacy, numeracy and computer skills with knowledge of MS office systems.

· Strong administration skills

· A confident, professional and outgoing manner

· A full clean driving license

Desirable Skills

· Confidence in your ability and have a passion for selling

· Knowledge of all vehicles including the range of municipal vehicles on the Fleet.
· Flexibility to assist customers when required.
	COMPETENCIES, BEHAVIOURS & PERFORMANCE MEASUREMENTS

	COMPETENCY
	LEVEL (Core, Progressive, Expert, Advanced)

	COMMERCIAL THINKING
	Progressive

	ADAPTING TO PRESSURE & CHANGE
	Progressive

	DELIVERY OF RESULTS
	Core

	CUSTOMER FOCUS
	Progressive

	COMMUNICATION
	Progressive

	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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