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Specialist Fleet Services





Job Description
Job Title

:
Workshop Administrator 
Division

:
CTS
Location

:
Berkeley / Brackley
Reporting to                    :
Depot Manager
MAIN PURPOSE OF JOB:

Working as part of a team, this post holder undertakes all administrative duties required to ensure the smooth running of the service provided by the vehicle workshop which maintains the vehicle fleets, ensuring all vehicles remain compliant at all times.
KEY RESPONSIBILITIES / ACCOUNTABILITIES:

To provide customer & service support for various service contracts. 

· Accurate and timely entry of jobs on Fleetwave to aligned workshop activities.
· To control the bookings and jobs for the CTS fleet of vehicles, ensuring daily, weekly and annual checks and tests are carried out in line with Group policy and legislative requirements. This includes ensuring that MOT, LOLER, TACHO, RFL and Safety Inspections are completed and documented correctly, and loaded to Fleetwave.
· Management of the MOT bookings to ensure MOT slots are available for the CTS business, facilitating the types of MOR or cancelling where required.
· Creation of defect jobs, triggered by the workshop, 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.
· To obtain prices and order parts required for vehicle repairs and complete all associated administration, in accordance with company procedures (approval limits, etc), ensuring received and workshop informed. Any parts needed to be returned, facilitate and chase credit for item(s).
· Actively validate parts requests for warranty and support with the warranty claim through to completion.
· To inform internal/external customers in a timely manner of vehicle damage recharges and liaise with the Customer for approval to commence the repair maintaining the appropriate records (where appropriate).
· Processing of tyre requests, adding the detail jobs to Fleetwave, reviewing reports and obtaining recharges.
· To maintain effective links with the customers in relation to fleet breakdowns, vehicles ready for use and progress updates on repairs to vehicles.

· To maintain and scan records of repairs to vehicles to demonstrate compliance with Regulatory and contract requirements together with customer and company policies. 

· Timely production of monthly and annual maintenance schedules for customers and Depot Manager to support with workshop loading.
· Ensure H&S policies are adhered to.
Managing Allocated KPIs and Fleet Team Reporting
· To enter and keep updated jobs into the fleet management system, so data is held on a real time basis. 

· Managing assigned KPI’s and action accordingly.
· Completion of live time system updates of VOR to enable accurate reporting of daily VORs.
· Weekly completion of the WIP report and WIP comparison report.

· From WIP comparison report highlighting areas of concern to the Depot Manager.
· Weekly production of exception report showing missed services, along with distribution to Depot Manager
Participate as a member of the Workshop Service team.

· To provide the highest possible standard of customer satisfaction by establishing effective professional working relationships with customers, suppliers and colleagues to gain a detailed understanding of their operational requirements.
· Supporting the wider CTS division by attending daily operational and hire meetings.
· Where required support with technician clocking in and work allocation.

· Ensure company vans allocated to the site have completed vehicle check sheets aligned to the company policies, alongside ensuring a vehicle check sheet is completed for any journey completed in a company van and management of any associated fuel card.

· To manage site reception and visitors, aligning to company and site H&S requirements.

· To be the first point of contact for all telephone calls, re-directing enquiries as appropriate.
· Assist with resolution of invoice queries allocated to you via the query process.
Ad hoc projects & any other duties as required.

Essential Skills

· Extremely proficient in MS Suite

· Confident and Effective communication skills
· Organised and detail conscious

· Experience of operating within a similar environment, or, as a minimum.
· Customer service skills and the ability to work alone whilst being a team player
· Good interpersonal skills
· Proven track record of problem solving

Desirable Skills
· Full driving license

· Experience working in a vehicle workshop environment

· Previous experience of using a Fleet management system 

· Experience of operating in a busy office environment with the requirement to manage changing expectations and respond positively

	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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