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JOB DESCRIPTION

	Job Title
	Fleet Co-ordinator

	Department
	Operational In-House Services

	Service 
	Waste Management & Street Cleansing

	Location
	Boroughwide

	Grade
	TBC

	JE No.
	TBC



Reporting to:	Service Manager Waste Management & Street Cleansing       

Responsible for:	N/A 


JOB PURPOSE

To co-ordinate the Boroughwide daily vehicle availability and usage of all core fleet, hired vehicles, kit and equipment within the Waste Management & Street Cleansing Service, with cognisance to frontline service delivery specifications.

To develop and maintain positive working relationships with in-service colleagues in addition to those within the Transport & Vehicle Maintenance Service and wider council colleagues.


MAIN DUTIES

· To co-ordinate the Boroughwide daily vehicle availability of all core fleet, hired vehicles, kit and equipment, with cognisance of competing priorities and service demands, including contractual commitments.

· To provide high quality administrative and technical support to the Waste Management & Street Cleansing Service with regards to the availability of all fleet assets. 

· To be responsible for the organisation, preparation, collation and circulation of schedules and supporting documentation to ensure that vehicles are available for MOT and other statutory inspections.

· To arrange for alternative vehicles to be available for continued service delivery when core vehicles are off the road for maintenance and / or repair.

· To attend relevant meetings for the purpose of ensuring smooth co-operation between both the Transport & Vehicle Maintenance Service and the Waste Management & Street Cleansing Service, informing relevant parties of outcomes and ensuring that issues requiring escalation are done so as appropriate.

· To assist in the completion of statutory processes and procedures within the Waste Management & Street Cleansing Service.

· Support colleagues from the Transport & Vehicle Maintenance Service with fleet related queries, including the timely provision of documents for inspections, investigations or insurance related matters.

· To develop the collection of data and continue to improve analysis of said data to inform decision making, including analysis of fuel usage across the fleet. 

· To ensure that accurate information is recorded on relevant IT systems.

· To manage the exchange of sensitive or contentious information with relevant managers and colleagues, always maintaining confidentiality.

· To exercise independent judgement and initiative based on good practice and acquired knowledge in problematic situations.

· To liaise with and provide good quality information and advice to other council departments and external suppliers as appropriate.

· To provide up-to-date fleet related financial management information to the Service Manager as required.

· To assist with the physical movement of any fleet or hired vehicle in line with driving licence categorisation.  This could be within a given depot site or from one site to another.

· Ability to check physical condition of a vehicle.


SPECIAL CONDITIONS

Health and Safety

· To observe correct safety procedures and to notify the Service Manager of all, or potential, accidents, injuries or hazardous occurrences in line with the Council’s health and safety policy.
· To notify the Service Manager of any incidents and accidents and to support any investigation or disciplinary procedures. 
· To ensure all refuse collection vehicles are made available in accordance with agreed schedules. 
· From time to time, to assist in training of staff as required in processes relating to the usage of vehicles within the service.
· Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.
Data Protection and Information Security

•	Implement and act in accordance with the Information Security Acceptable Use policy and Data Protection Policy.
•	Protect the Council’s information assets from unauthorised access, disclosure, modification, destruction or interference
•	Report actual or potential security incidents – physical or cyber.


GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

Our ‘One Council’ Values are important because they guide our beliefs, attitudes, and behaviours in the workplace. 

One Council values include: 

•	Put people at the heart of what we do 
•	Listen, value and respect each other’s views 
•	Develop a culture of challenge, ownership, innovation, and improvement 
•	Be ambassadors for Sefton 
•	Be responsive and efficient 
•	Be clear about what we can and cannot do


Note: 	Where the post holder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all of the duties of the job.

	Person Specification

	Job Title
	Fleet Co-ordinator
Waste Management & Street Cleansing 
	Grade / Salary:
	TBC



To be successful in this role you will need to demonstrate how you meet the criteria below at application & interview stage

Method of assessment:

A = Application form     C = Certificate     I = Interview      E = Exercise     P = Presentation 

	Shortlisting No.
	Criteria
	Method of assessment

	Skills, knowledge, experience

	S1
	Proficient in all aspects of IT including the Microsoft Office Suite, intranet and internet 
	A/I

	S2
	Ability to learn software applications as required within the service

	A/I

	S3
	Ability to work as part of a team, but also to work under own initiative with minimal supervision
	A/I

	S4
	Exceptional organisational skills with the ability to adapt to competing priorities and meet deadlines
	A/I

	S5
	Ability to complete written and electronic records
	A/I

	S6
	Able to respond in a helpful, informative, respectful and courteous manner, representing the service positively at all times
	A/I

	S7
	Ability to undertake purchasing and invoicing within Council policies and procedures
	A/I

	S8
	Demonstrate a good attendance record over the past 3 years 
	A/I

	S9
	Able to work outdoors in all weathers
	A/I

	S10
	Ability to use equipment as instructed and trained 
	A/I

	S11
	Ability to inform management of any health and safety issues which could place individuals in danger and require rectification

	A/I

	S12
	Experience of providing administrative and data support as part of an operational team 
	A/I

	S13
	Ability to efficiently co-ordinate data collection and perform statistical analysis, presenting that analysis clearly and concisely, for a range of client groups and in a range of formats as appropriate
	A/I

	S14
	Experience of working with maintenance schedules and adhering to statutory compliance, preferably within a fleet based environment
	A/I




	Personal attributes and circumstances

	P1
	A personal commitment to customer service, adopting a flexible approach to meet the needs of service users / partners
	A/I

	P2
	An understanding of and a personal commitment to the Vision, Values and Behaviours of Sefton Council
	A/I



	Communication  

	C1
	A demonstrable willingness to share information and work with other people, including the ability to listen, communicate with and understand others, taking account of other people’s points of view
	A/I



	Qualifications and experience – Essential or Desirable 

	Q1
	(E) Full UK driving licence with category B qualification 
	A/I/C

	Q2
	(E) Relevant qualifications in literacy and numeracy (GCSE A - C or equivalent) or equivalent experience
	A/I/C

	Q3
	(D) Evidence of continuous professional development
	A/I/C

	Q4
	(D) An appropriate ICT qualification
	A/I/C

	Q5

	(D) Full UK driving licence with category HGV Class C qual (formerly HGV Class II)

	A/I/C

	Q6
	(D) Experience of working within a fleet orientated environment

	A/I
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