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Fleet Maintenance and Rental Coordinator- job post
Specialist Vehicle Rental
Great Barr B43
£20,000 - £30,000 a year - Full-time, Permanent
Location – Specialist Vehicle Rental, Kudhail House, 238 Birmingham Road, Great Barr B437AH
Monday to Friday 08:30 – 17:30,
One in four Saturdays 09:00 – 12:00
Specialist Vehicle Rental are nationwide suppliers of dual control, adapted and wheelchair accessible Vehicles.
We are a busy team that manage prestigious and corporate national contracts, so attention to detail and the ability to work in a fast-paced environment is essential.
SVR have a new and exciting role to join our growing team, as part of our ongoing expansion, we have an exciting opportunity for
Fleet Maintenance and Rental Coordinator
The ideal candidate for this position will have experience in an Automotive background will have maintenance control and/or commercial recharge experience.
Responsibilities
Your duties as a Fleet Maintenance and Rental Coordinator will include but are not limited to:
· To utilise the fleet of vehicles to ensure the maximum revenue can be achieved
· To plan routes for the delivery and collection of vehicles using the most cost-effective method
· To manage external service and parts providers ensuring appropriate repair methods are undertaken and replacement parts supplied are of the required standard and cost
· To ensure all services provided to the customer and any costs associated with the service are recouped within the recharge process following the customer specific guidelines
· To ensure all job & systems data is recorded accurately and on a timely basis
· To ensure maintenance schedules and MOT appointments are agreed, accurate and supplied on a timely basis
· To monitor system data integrity and provide reports as required
· To act upon system reports and ensure discrepancies are highlighted and resolved
· To maintain effective response times in relation to call centre duties
· To offer front line customer support, advice and resolution following enquiries
· To allocate calls and resources to ensure that all calls are actioned to comply with agreed Service Level Agreement (SLA’s) and targets
· To ensure Key Account customers and management are regularly informed of call progression/ development through to satisfactory resolution
· Ensure that the necessary processes, procedures, and engineer work instructions are understood and followed, providing a consistent and professional service to our customers
· To perform administrative duties including call handling and data entry/management using our systems
· To aid, advise and provide support to your colleagues by utilising your commercial vehicle background and expertise
Key Accountabilities:
· Ensuring all fleet and associated ancillaries under your control are compliant within either customer, legislative or manufacturers guidelines
· Demonstrating a cost focused mindset and displaying excellent cost control within your remit, ensuring that all costs are either recharged or within customer specific parameters
· Ensuring that repairs are completed in the most cost-effective manner whilst maintaining excellent customer service
· Meeting customer satisfaction and call response times
· Adhering to processes and procedures
· Keeping accurate and up to date records
Qualifications
Applicants must be able to demonstrate:
*
Suitable industry qualifications/time served (or demonstrable experience applicable to the role)
· Vehicle and maintenance knowledge
· Ability to control maintenance costs and challenge quotes/invoices
· Excellent communication and customer service skills
· Business standard IT skills including Microsoft Word, Outlook, Excel
· A tenacious, enthusiastic, and flexible disposition.
· Prior experience with call handling/customer service, engineer allocation, customer management
· Be a well organised individual with excellent time management, organisational and prioritisation skills
Job Types: Full-time, Permanent
Salary: £20,000.00-£30,000.00 per year
Benefits:
· Company pension
· On-site parking
Schedule:
· Monday to Friday
· Weekend availability
Experience:
· Vehicle Rental: 2 years (required)
· Automotive: 1 year (required)
Licence/Certification:
· Full Driving Licence (required)
Willingness to travel:
· 25% (preferred)
Work remotely:
· No
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SKILLS

· Use of multiple systems, including Microsoft office.
· Full clean driving licence. 


EMPLOYMENT HISTORY

BT PLC							Sept 2017 – November 2017
Customer service advisor (Welcome team)
Duties:
· Remotely diagnosing & rectifying faults found with the customers equipment; PTSN & Broadband
· Assisting the customer to understand their billing queries
· Booking/ dispatching engineers to fix internal & external network faults
· Issuing loss of service refunds & good will gestures to affected customers promptly
· Opening complaint files for customers & escalating appropriately 
· Advising customers of upgrades & additional services beneficial to them
			
RAC                                                                               Feb 2017 – September 2017
Call Handler
Duties:
· Taking inbound calls from customers and contractors.
· Validating customer accounts on numerous databases.
· Using multiple systems to source stocks and book in customer appointments.
· Imputing accurate information & establishing customer’s needs.
· Assisting with general queries in regard to customers’ policy details.
· Using empathy & understanding to calm customers and get them home safely.
· Negotiating attendance times with customers and contractors alike.
· Dealing with any first level complaints.
· Liaising with other departments to ensure great customer service.
· Making sure I meet my personal KPIs.


Royal Mail
Casual Mail sorter                                                          Nov 2016 – Jan 2017
Duties:
· Using my knowledge of areas to order letters for the whole of the UK.
· Being flexible in my duties to meet business needs. 
· Assisting co-workers with their workload.
· Escalating miss sorted items to line manager.

Interserve - Central Government			Feb 2015 – Dec 2016
Receipting Administrator
Duties:
· Ensuring validation checks are completed on work orders and purchase orders prior to payment authorisation.
· Receipting between 70–100 invoices per day for payment.
· Reconciliation of vendor accounts against Maximo system.
· Purchase order amendments.
· Updating log notes within Maximo.
· Liaising with vendors to resolve queries efficiently.
· Ensuring the accuracy of the general ledger code.

Interserve Fleet Co-Ordinator				November 2013 - Jan 2015
Duties: 
· Assisting in the mobilisation & demobilisation of new tendered contracts for suppliers.
· Administration/ Customer services Help desk clerk to company lease/ commercial vehicle drivers for a fleet of just under 3000 vehicles.
· Updating & maintaining numerous databases for the fleet of leased & hired vehicles.
· Handling internal & external queries regarding tax, accident management, vehicle related issues/ problems.
· Consolidating registration details for leased & hired vehicles to be added on & off the company insurance.
· Arranging hire vehicles on short & midterm agreements for new starters to the company.


HAYS – Recruitment specialist agency
Interserve -Support Services					October 2012 – Oct 2013
Fleet Administrator 
Duties: 
· Coordinating delivery of courtesy/hire vehicles for internal staff & visitors.
· Updating & maintaining numerous databases for the fleet of lease vehicles.
· Handling internal queries regarding insurance documentation & accident management procedure.
· Processing driver licence checks for new starters to the company.
· Ordering fuel cards for existing company vehicles.


PENNYCUICK COLLINS
Chartered Surveyors
Ground Rent Administrator					May 2012 – July 2012
Duties:
· Notifying clients of account balances issuing yearly client statements.
·  Raising SAGE invoices/ Credit notes.
· Issuing letters of enquiry for freehold purchases & lease extensions for tenants.
· Amending clientele databases with personal information & internal databases for purchase progression purposes
· General customer/client services, query management.


REXEL LTD
NEWEY & EYRE
Masterfile assistant				     	March 2011 – December2011
Duties:
· Entering credit/ cash applications for trade accounts onto internal database system.
· Notifying customers of credit status & spending allowances.
· Amending bank details & address changes for customers.
· Chasing up queries & amendments for various branches on a national scale.
· Advising on customer service queries 


EDUCATION & TRAINING

Bournville College						Sept 2008 –June 2010
· BTEC National Diploma Business studies

Saint John Wall Catholic School				Sept 2003 – July 2008
GCSE’S in:

· Level 2 ICT			
· IFS Level 2 Intermediate Certificate on finance credit
· [bookmark: _30j0zll]8 additional GCSEs above a grade C.
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Specialist Vehicle Rental,

Kudhail House 238 Birmingham Road
Great Barr

Bag7AH
Dear Recruitment Team

Please see attached a copy of my CV, I wish to apply for the role
of Fleet Maintenance and Rental Coordinator.

Ihave many years transferable skills from my previous roles
‘which could be be an asset to your company.
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Kind Regards





