[image: image2.jpg]0O sfs

Specialist Fleet Services





Job Description
Job Title

:
CTS Technical Maintenance Coordinator
Division

:
CTS
Location

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

· To complete, validate, communicate and arrange services for all On Hire CTS Vehicles, ensuring full compliance to customers O licence. Arranging and facilitating services to ensure the fleet utilisation has limited impact on utilisation due to scheduled maintenance and keeping the fleet management system fully updated.
KEY RESPONSIBILITIES / ACCOUNTABILITIES:

Full responsibility for Scheduling of all On Hire CTS Vehicle & Ensuring the validity of the compliance data within the Fleet management system.
· Production, validation and organisation of scheduled maintenance events for all CTS vehicles on hire, through daily monitoring of the CTS movements.

·  Following agreed dates confirm with Internal workshops and External Vendors booking confirmations, support in ensuring the work is carried out as planned.

· Maintain all CTS asset scheduled compliance event seed dates on Fleetwave i.e. MOT, Services A, B, C, Tacho, LOLER Inspections.

· Following additions of new vehicles to the fleet management system responsible for agreeing the first service events with the internal departments, updating the system dates following this agreement.
· Liaising with all stakeholders to arrange for vehicles no longer on hire to have A service dates removed and all future bookings cancelled, and system cleansed.

· Management via workflow KPIs scheduled compliance events.

· Run Compliance service reports, to validate fleet legal compliance.
· Daily chasing of CTS WIP, with external suppliers, with system updates on time to completion, ensuring suppliers have the vehicle presented in the morning and work has been completed and returned in the afternoon.
· Weekly completion of the WIP report and WIP comparison report for the CTS 
· Completion of CTS VOR reporting
· Weekly production of exception report showing missed services, along with distribution to relevant technical maintenance controller

· Accurate and timely entry of CTS jobs on Fleetwave.
· Ensure jobs are only completed to the financial limits as set in the Fleetwave system for you. Any updates required over this limit being immediately informed to your manager prior to approval so the correct authorisations are followed. 

On Hire CTS Customer Support

· Ensure vehicles remain compliant at all times; chase and update WIP of the CTS service events and update Fleetwave with the information from the suppliers, updating the customer accordingly. 

· Chasing and checking of compliance paperwork from suppliers, uploading the paperwork to Fleetwave in a timely manner. 

· Escalation of issues arising from service paperwork to necessary suppliers. 

· Creation of defect jobs, triggered by customers, enabling a date and time stamp to be recorded against the defect, whilst also communicating the defect to the allocated CTS technical maintenance controller.
· Handling CTS tyre requests from the customers whilst on hire, adding the detail jobs to Fleetwave, reviewing reports and obtaining recharges.
CTS Supplier Management

· Monitor and action accordingly from the CTS daily movements the maintenance solution for the hired vehicle, sourcing a maintenance provider, proactively liaising with the supplier to pre-empt the next service required.

· Proactively establish a network of maintenance providers to be detailed, setting up and negotiating supplier accounts and rates.
· Whilst ensuring the fleet is serviced ensuring this is done, whilst minimising costs, especially the cost of delivery and collection for service.
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 

· Proven track record in delivery of outputs to deadlines
· Proven track record in prioritising workloads, and adaptable approach to workloads

· Confident communication skills

· Ability to reduce complexity of data to validate activities.
· Extremely proficient in MS Suite

· Customer service skills and the ability to work alone whilst being a team player.

· High level of accuracy and attention to detail
Desirable Skills
· Experience working with O Licence vehicles.

· Having worked in a commercial vehicle facility 

· 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


	Progressive

	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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