______________________________________________________________________________
Job description
____________________________________________________________________

	Department:

	City and Neighbourhood Services 

	Post number:

	PRFLMFF008

	Section:

	Facilities Management Section (Fleet Management)

	Job title:

	Fleet Workshop Assistant

	Grade:

	Grade 3


_____________________________________________________________________

Main purpose of job

To be responsible to the Fleet Team Leaders for the following functions:

Providing a vehicle-washing service for the council’s fleet in order to ensure that assets are fit both for annual statutory inspections and also daily operational use;

Driving HGV and LGV vehicles as necessary in order to present assets for annual statutory inspections and for the collection/return of parts and equipment;

Providing a general cleaning and labouring function within the workshops;

Assisting in the wider work of the unit as required.




















Summary of responsibilities and personal duties

1.  To wash all fleet assets as directed both in preparation for annual testing and for routine operational reasons including under-body washing and exterior cleaning, using all plant and equipment supplied.
2.  To be responsible for the opening and securing of the vehicle wash facility.
3.  To collect all fleet items for cleaning; to drive to and from the vehicle wash and to return items in a timely manner.
4.  To drive council HGV & LGV vehicles where required, to drive council assets to and from the relevant test centre for annual testing and any other inspection appointments as required, and to drive BCC assets in all areas of the city as directed.
5.  To drive council vehicles for the purposes of collecting or returning parts or equipment etc from local suppliers as directed.
6.  To assist in the basic upkeep of fleet assets as directed, including (but not limited to):-
· greasing of fleet items;
· checking oil levels in vehicles and topping-up where necessary (hydraulic, engine and gearbox) in liaison with the relevant Fleet Technician(s);
· changing wheels, light bulbs and lenses etc. on vehicles as directed;
· fitting mud-guards, number plates, decals, wiper blades, reflectors, mirrors and other such ancillary equipment as directed;
7.  To carry out manual cleaning of fleet assets in respect of areas which are inaccessible to normal vehicle washing equipment or in circumstances where a build-up of material may affect the operation of the asset.
8.  To be responsible for the basic daily maintenance on the plant and equipment comprised in the vehicle wash area including replenishment of cleaning materials, and to keep this and related areas clean, safe and free of any obstructions.
9.  To undertake such training as may be identified by the unit for the maintenance of essential craft skills in the light of changing technologies and/or suppliers.
10.  To regularly clean out the pit and other areas, including the removal of sludge using a sweeper vehicle where required.
11.  To assist Fleet Technicians and other staff as directed, and to carry out general labouring and cleaning duties within the workshop and adjacent areas. 
12.  To valet all fleet assets as directed, using all cleaning plant and equipment supplied.
13.  To jump-start vehicles as required both in Duncrue Complex and at other locations as directed.
14.  To liaise with and provide all necessary information to stores personnel.
15.  To undertake these duties in such a way as to protect and enhance the reputation and public profile of Belfast City Council.
16.  To 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 policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.
17.  To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 
18.  To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.
19.  To 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:
	20 July 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services 

	Post number:

	PRFLMFF008

	Section:

	Facilities Management

	Job title:

	Fleet Workshop Assistant

	Grade:
	Grade 3


_____________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms:

a) possess a full, current C category driving licence which enables them to drive in Northern Ireland (a vehicle will be provided for the purposes of fulfilling the duties of this post); 

and

be able to demonstrate, by providing personal and specific examples on the application form, at least six months’ relevant work experience in vehicle washing and/or experience in the valeting and preparation of a range of HGV and LGV fleet items gained within a diverse fleet management environment.  


Desirable criteria

Belfast City Council reserves the right to shortlist only those applicants who can demonstrate, by providing personal and specific examples, at least one year’s relevant experience in the above mentioned area (b).



Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes which may be tested at interview.

Health and safety knowledge: a good knowledge of health and safety within a workshop setting.

Technical skills: an understanding of vehicle components and of the checks and documentation required.

Initiative and team working skills: The ability to work effectively and flexibly as part of a team and also using personal initiative as necessary.

Communication skills: The ability to demonstrate good oral and written communication skills and to convey information on service issues.

Customer care skills: an understanding of the importance of responding appropriately to the needs of internal and external customers.  The ability to apply customer care procedures and deal with issues in a helpful and positive manner.

Analysis and decision-making skills: the ability to make decisions on a day to day basis in relation to working methods and requirements of a small operational team.

Work planning and prioritisation skills: the ability to plan and prioritise work to ensure that tasks are completed within appropriate timescales.

Team working skills:  the ability to work as an effective team member who contributes to the success of the team and achievement of objectives by making contributions and building on the contributions made by others.







Fleet Workshop Assistant
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