Job description

	Date:
	23 September 2019


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	PRFLMBS001

	Section:

	City Services (Resources & Fleet) 

	Job title:

	Service Advisor (P/T)

	Grade:

	Grade 2


_____________________________________________________________________

Main purpose of job

Be responsible to the Fleet Systems Coordinator for the provision of workshop service-reception and related administrative duties.

Act as a service receptionist and or meeting and greeting customer callers, answering telephone calls, taking messages and handling email correspondence.    

Keep the workshop service reception area running smoothly, taking care of the administrative and reception tasks that make the service reception area function.  

Receive and respond to customer queries, to liaise with the Workshop Technical Manager, Shift Team Leader and Technicians as necessary, produce job-cards and update all information systems as required.       

Undertake a range of fleet related administrative tasks as allocated.

















Summary of responsibilities and personal duties

1.  Deal with, and be the main point of contact for, all internal and external callers including telephone and email enquiries at the workshop service reception in a courteous and professional manner.

2.  Book fleet assets and items of mobile plant in and out of the workshop in liaison with the Workshop Technical Manager and Shift Team Leaders.

3.  Use all information systems as required, and to update all systems with necessary data in a timely and accurate manner.

4.  Responsible to the Fleet Systems Coordinator for producing reports and other data as and when required, including data capture / extrapolation from new systems such as FMIS Tranman, Jigsaw bulk fuel system, and Masternaut GPS tracking system. 
 
5.  Carry out a range of general administrative tasks (for example, filing correspondence telephone queries, data-keying and other similar tasks) as directed by the Fleet Systems Coordinator.

6.  Undertake any other duties as required by the Workshop Technical Manager, Fleet Systems Coordinator or Shift Team Leaders.

7.  Issue minor work tasks to technicians, check on the progress of work and to deal with or escalate queries in the absence of the Team Leaders as and when required.

8.  Responsible to the Fleet Systems Coordinator for external vehicle short term spot hire arrangements, including accessing external vendor website to arrange vehicle delivery including pre and post hire vehicle inspections, monitoring and end of short term hire vehicle collection.

9.  Responsible to the Fleet Systems Coordinator for undertaking, capturing and filing photographic evidence of RTC incident damage vehicles brought to the workshop thus ensuring factual evidence is gathered for any investigation purposes, with completion of the relevant case file which may include any other internal or legal proceedings.  

10.  Responsible to the Fleet Systems Coordinator for recording and managing the unit’s vehicle safety Inspection schedule. 

11.  Ensure that all necessary vehicle related documents and files are secured and stored safely under a catalogue retrieval system ensuring prompt availability when required for legal matters or other internal / external management purposes. 

12.  Act in accordance with the council and departmental policies and procedures including customer care; equal opportunities; health and safety; safeguarding and any pertinent legislation.

13.  Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management procedures as appropriate.
14.  Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

15.  Undertake such other relevant duties as may, from time to time, be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.

























Employee Specification

	Date:
	30 March 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	PRFLMBS001

	Section:

	City Services (Resources & Fleet) 

	Job title:

	Service Advisor (P/T)

	Grade:

	Grade 2


_____________________________________________________________________

Essential criteria

Experience

Applicants must be able to demonstrate on the application form, by providing personal and specific examples, at least six month’s relevant experience in each of the following areas:

a) dealing with enquiries from internal and external customers, both in person and over the telephone and via email, providing a high level of customer service
b) using standard Microsoft Office programmes which must include the use of Word and Excel and updating and maintaining specialist information technology systems
Special skills and attributes
Applicants must also be able to demonstrate evidence of the following special skills and attributes which may be tested at interview:
Communication and interpersonal skills: the ability to demonstrate effective oral, written communication interpersonal skills with the ability to provide information and advice to other members of staff and the general public.
Information Technology skills: a high level of computer literacy with the ability to use a range of standard Microsoft programmes and bespoke systems with the ability to input, locate, retrieve and print data from relevant information systems, etc.
Customer care skills: the ability to deal with both internal and external customers whilst enhancing the reputation of the council. 
Organisational and work planning skills: be commercially aware and be capable of working with a minimum of supervision to tight deadlines.
Team working skills: the ability to work effectively and flexibly as part of a team to achieve team and operational objectives
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