Fleet  Services  Officer

EE3115


STREET SCENE / FLEET POST
Bournemouth, Christchurch & Poole
JOB DESCRIPTION

SERVICE UNIT:


Environmental Services
POST TITLE:


Fleet Services Officer
POST NO:




GRADE:



E
JE Ref:




RESPONSIBLE TO:

Fleet Compliance manager
RESPONSIBLE FOR:

N/A

This role is based at the Fleet Operations site office working as part of a small, motivated team. You will need to be adaptable to change with a customer and commercial focussed attitude. Each post holder will be expected to always cover the demands of the Fleet Office. The roles will be the front-line contact for Fleet Operations/Hatchpond Site Office for day-to-day operational matters. 
MAIN PURPOSE
· To provide high quality Customer Service and efficient administration support for Fleet training, fleet workshops, and wider depot matters in a timely manner.
· To promote Fleet/Training Operations Commercial Service opportunities both internally and externally, be responsible for collecting and handling money. Involvement in financial management including billing and invoicing, responsible for your own BCP credit card. 

· To support Team Managers by monitoring “O” licence compliance, updating/developing two stage OJEU tender processes, maintaining and monitoring fleet related contracts, maintaining accurate records as per the legal requirement imposed on the authority.
· To work with Team Managers and Supervisors across BOP service units in the day to day running of the operation by providing essential support for front line activities. Identify improvement/efficiency possibilities including supporting systems thinking reviews.
MAIN RESPONSIBILITIES
1. To develop & manage the day-to-day Operational ICT systems (Tranman, PC Link and Net 2), 
2. Utilise data and knowledge to provide effective review of fleet related processes, highlighting opportunities for improvements and recommending methods of implementation.  
3. Develop and implement an effective marketing programme for fleet related services both internally and externally via appropriate media streams. Provide continuous review and recommendations for improvement in both terms of information content and methods of distribution. 
4. To organise training for Council employees and external customers to nationally recognised standards and to link training opportunities to the BCP learning & development plan and employee behaviours. Ensuring Training Centre is adhering to accredited bodies guidelines. Maintain master training records for use in management reporting. Market and promote the Training Centre both internally and externally.
5. To maintain and manage confidential and personnel information for all operational BCP employees ensuring all data protection legislation is adhered to.
6. To monitor and prioritise complex service demands, working with the Workshop Chargehand/Fitters creating schedules & liaise with Service Units in relation to training, vehicle inspections, service scheduling, MOT testing and LOLER testing.
7. To co-ordinate procurement exercises for Street Scene including collating information, evaluating responses and contract management. Assisting Fleet Manager with the processes for procuring new vehicles, liaising with Public Sector organisations to ensure BCP follows correct guidelines for procuring vehicles for Environment and other service units to the value of £7 million.
8. To support the management of the tyre, parts and hire contracts with chosen suppliers, monitoring levels of spend and product turn over, carrying out audit checks and responsibility for arranging, attending, and recording contract meetings.

9. To participate in & organise staff training initiatives supporting the Training Officer and competency framework as appropriate.
10. To support the development the Council’s MOT Test Centre, responsibilities include arranging promotional activities such as advertising and marketing design, and legislative responsibilities including taking and scheduling in bookings from customers, procurement and booking test slots from DVSA, and liaising with Workshop manager as necessary, liaison with customers including taking payments by cash/credit card and processing relevant paperwork. 
11. To process hire requests on behalf of all service units, liaising with the Hire Company to facilitate requests and booking hires on Fleet management system (Tranman) and on the Councils procurement database.
12. To record details of vehicle accidents/incidents from BCP employees, liaising with BCP insurance department and maintaining accurate records of insurance claims. 
13. To undertake on behalf of the BCP administrative responsibilities in line with DVSA legislation, including vehicle records, drivers records such as defect recording & drivers hours. Responsible for the design and management of audit checks to ensure licence and qualification related compliance with BCP employees & contractors.
14. To be first point of contact for Hatch Pond Depot, handling with enquiries from members of the public. Oversee on site activities of delivery companies, including operating specialist equipment such as forklifts to receive goods in an organised and safe manner. 
15. To receive and handle money, credit card payments & invoices.
16. To be responsible for own BCP credit card including recording transactions on BCP database and excel spreadsheet.
17. To undertake any other duties as required which are commensurate with the grading of the post and to assist with specified projects as required.
18. To comply with all decisions and policies of the Council and any relevant statutory requirements, for example, the Health and Safety at Work Act, the Data Protection Act, Fairness for All Policy and the Freedom of Information Act
Bournemouth, Christchurch & Poole
PERSON SPECIFICATION
	ATTRIBUTES & CRITERIA
	Essential/Desirable
	METHOD OF ASSESSMENT

	EXPERIENCE

· Customer Service 

· Communication with the public
· Supporting training and development of others
· Working as part of a small team in a changing environment

	Essential

Essential 

Essential 
	Application Form

Interview

References

	QUALIFICATIONS/TRAINING

· NVQ Level 4 or equivalent in Business and Administration or similar
· 3 A levels or equivalent experience
· ECDL or equivalent experience
· Strong numeracy, literacy and IT skills to support extensive procurement exercises, commercial services
	Desirable
Desirable
Essential

Essential
	Application Form

Certificates

	APTITUDES AND ABILITIES

· Excellent customer service skills, able to communicate at all levels.
· Strong IT skills inc specialist databases 

· Ability to design, agree and communicate processes. 

· Work well as part of a team.
· Excellent Interpersonal skills

· Ability to work effectively and prioritise own workload.
· Ability to pass on detailed information to others in a manner that is understood.
· Ability to multi task and prioritise and allocate workloads as appropriate 

· Work to deadlines
	Essential

Essential 

Desirable

Essential 

Essential

Essential

Essential

Essential

Essential
	Application Form

Interview

References 

	KNOWLEDGE

· Fleet management & Compliance.
· Understanding of a Systems Thinking approach to service development
· Good knowledge of Excel and Word for Windows, Database systems such as Tranman
	Desirable

Essential

Essential
	Application Form

Interview

References 

	ATTITUDE/MOTIVATION

· Positive attitudes to the Council’s purpose and values and the way it operates.
· Committed to seeking out & promoting commercial service opportunities.
· Perform at a high level in an ever-changing environment

· Willingness to undertake further professional development training
	Essential

Essential

Essential

Essential


	Application Form

Interview

References 

	OTHER FACTORS

· Flexible approach to working hours covering all core hours.

	Essential
	Interview
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