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JOB TITLE:  Fleet Administration and Support Officer 
CONTRACT: Temporary Maternity Cover – 9-12 months
SALARY:      £28,142 - £31,537	

What is the role?
To assist in providing and supporting the provision of a quality, cost effective and efficient administration service for the Council's Transport Repair Unit.

You will:

· To support day to day operations of the Transport Repair Unit (TRU).
· Promote Health & Safety in the workplace. 
· Administer Drivers reporting defects and support the Transport Supervisor in keeping an up-to-date staff schedule workload board. 
· Order parts - Telephone suppliers, online ordering and record daily parts ordered. 
· Process, code and reconcile invoices relating to fleet operations, ensuring accurate allocation of costs, prompt payment processing, and compliance with financial procedures.
· Contact Third parties for bookings and follow up for updates on Third party repairs, MOT Bookings, Tachograph bookings, LOLER and any other outside repairs or calibrations.
· Email, Scan and upload Compliance document information to Files and Fleet Management system. 
· Review and Stock control TRU Fleet parts and consumables. 
· Produce and maintain TRU Equipment Servicing and calibration planner. 
· Record daily vehicle off the road (VOR) and send to Service managers. 
· Support the Transport Manger in producing monthly “Key performance indicators” (Monthly Fleet KPI’S) 

You must make sure that you follow our procedures, corporate rules, and risk assessments. 

You need to act in a professional way and remember that you represent the Council in all that you do.  

You may need to attend training sessions or work at different hours from time to time.

Who is the Person?
It is important to us that you have:
· A helpful and polite approach to dealing with customers
· The ability to act in a non-judgemental way
· Flexibility to work the hours required by the service and in taking on varying duties
· Team working and ICT skills
· Basic Project Management skills
· The ability to balance conflicting priorities 
· A steady and methodical approach to work 
· Ability to maintain accurate financial records and work with financial management systems. 
· Good numerical skills and attention to detail.
· A sense of pride and commitment to do a good job 

Last Updated: July 2026
If you need any arrangements or adjustments, due to a disability or health condition to carry out any of the above, please let us know.
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