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Job Description

	Business Area
	Fleet

	Post Title
	Fleet Assistant

	Grade
	3

	Reports To
	Assistant Fleet Manager

	Date of Issue
	March 2023
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Job Purpose

To provide technical administrative support to the Fleet Service in the daily running of the service.
Main Duties and Responsibilities

1. Work to defined business standards and processes, performing a wide range of fleet administration tasks.
2. Take and manage bookings and deal with queries from internal and external customers.

3. Undertake financial management processes including raising invoices, chasing payment as needed, and processing invoices, checking accuracy against the purchase order and challenging the supplier if necessary.
4. Receive and record data from operational teams, e.g. fuel usage, chasing up where necessary. 
5. Liaise effectively with operational teams and suppliers.
6. Provide advice and guidance to internal and external customers and others on processes and protocols, signposting to a senior manager for more complex issues.
7. Create, manage and manipulate data and information, producing standard and bespoke reports.
8. Create, develop and maintain systems and processes to meet operational needs and to ensure the high quality of information held.
9. Work in line with all NY Highways policies and procedures and be aware of the obligations for employees under these.

10. Behave according to the Employee Code of Conduct and be aware of employee responsibilities under the Code.
11. Behave according to the Behaviours Framework.

12. Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents / hazards and take a pro-active approach to health and safety matters in order to protect oneself and others.
13. Undertake any other duties of a similar nature that may be required from time-to-time.

Person Specification

	Criteria No
	Criteria Description
	Essential (E)
	Desirable (D)

	Qualifications & Education

	
	Literacy and numeracy skills to Level 2 or equivalent
	E
	

	Knowledge & Experience

	
	Experience in a customer service/administrative role in a motor trade or fleet environment
	E
	

	
	Knowledge of vehicle makes, models and parts
	E
	

	
	Understanding of legislation relating to drivers hours
	E
	

	
	Experience of data input and data management 
	E
	

	
	Understanding of basic procurement processes
	E
	

	
	Experience of MOT centre administration
	
	D

	
	Knowledge of DVSA road transport regulations and compliance requirements, and implications of non-compliance
	
	D

	Skills

	
	Able to use a range of techniques to successfully liaise with customers and suppliers in a range of situations
	E
	

	
	Able to process and monitor financial information
	E
	

	
	Able to plan and organise own work effectively within agreed parameters
	E
	

	
	Able to operate using initiative to make decisions within agreed procedures 
	E
	

	
	Able to communicate effectively, both verbally and in writing
	E
	

	
	Able to use a range of MS Office packages and fleet software
	E
	

	
	Able to work under pressure to meet deadlines
	E
	

	
	Able to complete accurate records
	E
	

	Personal Attributes

	
	Able to work as part of a team
	E
	

	
	Flexible approach to working time arrangements
	E
	

	Other Requirements

	
	Able to travel across the county
	E
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