	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Fleet Support Assistant
	Job Evaluation         Reference Number:  
	ZZ4201

	Service:


	Development & Infrastructure
	Grade:


	LGE 6

	Department/Section:


	Fleet, Waste & Infrastructure
	Location:
	Variable

	Line Manager (post):

	Performance Manager Fleet

	Date JDPS was created / last reviewed / amended:
	August 17

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan 
3. Argyll & Bute Council Competency Framework  

4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To assist the Fleet, Waste & Infrastructure team to deliver an efficient, effective and high quality service to users by providing support to the fleet workshops, and administrative support to team members including monitoring / updating stock system within the existing fleet management system.

	Scope / Dimensions:  
Line management / staffing responsibility for N/A 
Budgetary responsibility: N/A
 

	Job Description:  Main Outcomes required  


	1.
	Planning:   
Support the Performance Manager Fleet  to develop the team’s service plans by working in partnership with colleagues (within and outwith the service) and by taking personal responsibility for planning how these are delivered effectively and efficiently to service users.  In particular, take responsibility for:

a) Organising directly with customers/service users all third party work coming through Fleet workshops.
b) Provide support to main Fleet workshops in relation to work carried out on islands.
c) Deliver on site systems training to new users at workshop depots.
  

	2.
	Service delivery:  
Assist the Performance Manager Fleet to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

a) Workshop scheduling through the fleet management system (TRANMAN).
b) Assist in resolving enquiries relating to third party work through Fleets main workshops.
c) Responsible for data input and general housekeeping on any of Fleets systems.
d) Administer holiday/sickness through Tranman Fleet Management system.
e) Assist with the future development and integration of any of Fleets systems.


	3.
	Financial control responsibilities:

Assist the Performance Manager Fleet to manage budgets by:

a) Monitoring budgets within Tranman Fleet Management system.  


	4. 
	Quality Assurance:  
Support the Performance Manager Fleet to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance, and in particular: 
a) Monitor and regularly update the stock system within the existing Fleet Management system.
b) Responsible for data input and general housekeeping on any of Fleets systems.
c) Update tracking information on current Fleet system after tracker removal/installation.

d) Upkeep a paper vehicle record filing system in compliance with DVSA standards.


	5.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	6.
	Other duties & responsibilities: 

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   
Willing to undertake admin duties in any other Fleet workshop.



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1
E.2


	Well-developed general IT skills, ECDL or working towards qualification. 
Flexible approach to work to comply with workshop hours.


	Experience



	E.1
E.2
E.3

D.1
	Good administrative and time management skills, particularly in respect of self-directed planning and working.
Well-developed interpersonal, communication skills combined with a determined but tactful approach.  Positive approach to customer service, whether internal or external.
Ability to either work as part of a team or alone.  Enthusiastic, self motivated, paying particular attention to detail.

Extensive experience of administrative processes procedures in relation to Fleet.



	Specific job-related knowledge  


	E.1

D.1

	Extensive knowledge of working with third party sales in relation to Fleet.

Good working knowledge of vehicle spares and procurement.

	Any additional job-related requirements   



	E.1

D.1
	The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service. 
The job holder may at times be required to deliver spares between Fleet workshops. 


	Competencies 



	E.1
	Level  1
· Effective oral communication skills
· Good written communication skills
· Excellent numeracy skills
· Good computer skills
· Good interpretation/problem solving skills
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