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JOB DESCRIPTION
	Post Title:  Fleet Manager
	Director/Service/Sector; Fleet Services, Corporate & Property Services
	Office Use

	Grade: 
	Workplace: County Hall
	JE ref:

HRMS ref:

	Responsible to: Head of Commercial & Property Services

	Date:
	Manager Lever:
	

	Job Purpose:  

To lead and manage the fleet transport service of the authority, ensuring the provision of a safe, legal and efficient transport fleet and associated transport services

	Resources
	Staff
	Approx 65 staff

	Finance
	Gross revenue budgets of approximately £11m pa

	Physical
	8 Fleet Maintenance Workshops – 70 operating centres, major plant and equipment, approximately 1,400 vehicles/plant including approximately 200 HGV’s.  Fleet transport vehicle management software

	Clients
	Various internal council clients; external clients e.g. MOT, service and repair

	Duties and key result areas:

· To hold on behalf of the Council, the Vehicle Operator’s License, which is a statutory requirement for goods vehicle operations issued by the Department for Transport.  Thereby to be personally responsible for the undertakings, commitments and declaration made on the Operator’s Licences to the Department for Transport’s Traffic Commissioners. This includes maintaining the Council’s ‘Good Repute’ and a good OCRS (Operator Compliance Risk Score).
· To lead and manage the team responsible for all fleet operations and administration.
· To contribute to corporate and group management to develop and  implement policy, to review operational and performance issues to ensure corporate compliance with Operators’ Licence / transport legal requirements.
· Overall responsibity for providing acceptable arrangements for observing drivers’ hours through appropriate records or tachographs. These arrangements will include training and instruction of drivers and regular checking of driver’s records of work.

· Participate in investigations and studies on Fleet Management and where necessary advise on the effect of new legislation and assist by incorporating into the existing service.

· To act as lead contact within the authority for all service departments for fleet matters. To providing strategic input into fleet procurement, maintenance and operational decisions.

· Lead officer for the development of Service Level Agreements with client departments and ensure the standards of service delivered by the service meets the council’s criteria, and that the provision and maintenance of vehicles is in accordance with the agreed specification; where quality does not meet the council’s standards liaising with the Head of Commercial and Property Services and recommending appropriate solutions.
· To lead and manage the provision of the in-house vehicle fleet of approximately 180 ‘O’ licence vehicles, 350 fleet vehicles, and 270 lease cars, and ensure the appropriate maintenance, inspection and repair to meet statutory requirements and to meet the service targets.

· To manage the administration of the fleet, including the oversight of specification, procurement, maintenance, licensing, accident recovery and disposal of vehicles.

· Lead officer for the development of Service Level Agreements with client departments and monitoring delivery of service against appropriate service standards.

· To act as lead officer for corporate risk assessment of fleet, including workshop risks such as COSHH (Control of Substances Hazardous to Health), PUWER (Provision and Use of Work Equipment Regulation), HAVS (Hand Arm Vibration Syndrome), and health surveillances.

· To manage the service’s budget and service performance in line with agreed financial and performance targets.

· To ensure compliance with the council’s agreed procedures such as financial and performance procedure rules as they relate to fleet transport

· Overall responsibility for the management of the Transport Services operations e.g. Courier Service and Security Driver Service etc.

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.

	Work Arrangements

	Transport requirements:

Working patterns:

Working conditions:
	Involves travelling to meetings, sites, depots and other locations throughout the County and on occasion beyond.
Normal office hours but flexible working arrangements will apply. Willingness to work unsociable hours.
Exposure to outdoor working.
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PERSON SPECIFICATION
Appendix 2

	Post Title:
Fleet Manager
	Director/Service/Sector:
	Ref:

	Essential
	Desirable
	Assess

by

	Knowledge and Qualifications

	· CPC (Certificate of Professional Competence) – (OCR Level 3) in National Road Haulage.
· Member of professional institute e.g. CILT (Chartered Institute of Logistics and Transport), IRTE (Institute of Road Transport Engineers) or equivalent
· Comprehensive knowledge of Road Transport Law.

· Advanced knowledge of Operator Licence legislation to ensure corporate policies, procedures and practises comply.

· Comprehensive knowledge of fleet maintenance procedures, vehicle and workshop risk assessment, COSHH, HAVS, PUWER, LOLER, IOSH

· Detailed knowledge of a variety of different vehicle and plant types

· Relevant management qualification

· Numerate – GCSE or equivalent Mathematics

· Literate, demonstrated by GCSE standard of education

· Detailed knowledge of fleet management software use

· Knowledge of project management

· Full Driving Licence for categories B, B+E, C1, C1+E, D1, D1+E

	· Class C, Class E driving licence


	

	Experience

	· Experience in managing substantial vehicle fleet, plant and machinery in a comparable organisation
· Experience in managing complex budgets in a comparable organisation
· Wide experience of maintenance of a variety of vehicle and plant types

· Experience of managing administrative aspects of ‘O’ licence – drivers’ hours, multiple operating centres, applications and variations etc

· Experience of major procurement exercises under EU tendering procedures

· Experience of lease and other contract management

· Experience of partnership working e.g. insourcing/outsourcing arrangements

· Experience of quality management system e.g. ISO 14001, ISO 9000 and OHSAS 18000

· Experience in implementing and monitoring performance management systems

· Experience of planning and implementing change initiatives


	· Experience of working within different organisations/different organisation types e.g. private sector maintenance environment

· Experience of multi site management/remote worker management
	

	Skills and competencies

	· Highly proficient in interpreting complex practises of vehicle use within various service areas and provide guidance on best practise and compliance.
· Ability to negotiate and persuade others to adopt contentious and challenging policies that would impact on their service areas. 

· Ability to work as part of a team
· Ability to make decisions quickly and decisively to ensure high quality customer service

· Ability to communicate effectively by telephone, email and letter

· Ability to cope with conflicting priorities and use initiative to solve problems

· Ability to apply council and section policies robustly, yet still maintain positive working relationships

· Ability to lead a team, and to develop, motivate and enthuse

· Competent at resolving staffing issues, including industrial relations issues

· Competent at performance management and using indicators of performance to drive organisational change

· Ability to manage staff at a distance, and multi site management

· Able to understand and operate IT systems and applications at a high level 

· Able to analyse and interpret data including new legislative requirements

	· Competent in the use of a variety of ICT packages – MS Office, fleet software packages, financial packages
	

	Physical, mental and emotional demands

	· High level of work related pressure to react to incidents, deadlines and conflicting demands
· Ability to remain calm, diplomatic and professional in difficult circumstances

· Self starter able to act on own initiative to solve problems quickly and effectively

· Ability to balance service needs, customer needs, quality, safety and cost effectiveness

· Ability to travel to multiple sites


	
	

	Other

	 
	
	


Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation, (o) others e.g. case studies/visits
