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FLEET ADMINISTRATOR

Job Title Fleet Administrator
Reports to Fleet Manager
Department Operations

Location Duncan Street, Salford

PURPOSE OF THE ROLE

To provide comprehensive administrative support to the Fleet function, ensuring the company’s HGV fleet and associated
assets operate in full compliance with DVSA regulations and internal policies. This role is pivotal in maintaining accurate
and uptodate records for vehicles, drivers, and equipment, coordinating inspections and maintenance, managing hire
and offhire processes, and supporting incident and defect reporting. The Fleet Administrator plays a key role in ensuring
operational efficiency, legal compliance, and the safe, effective delivery of services across the company.

KEY ACCOUNTABILITIES

»  Schedule and track vehicle inspections — Liaising with Drivers to ensure vehicle is at correct location for inspection.

»  Check company systems against Live hires and location.

+  Check and act on Daily vehicle checks and Defects.

+  Ensure all vehicle defects are reported, recorded and rectified in a timely manner.

» Act as additional point of contact regarding defects with plant & vehicle defects (Service, Qil changes, etc.)

+  Help with Road Traffic Accident claims by Gathering details, speaking to 3rd parties, extracting vehicle camera
footage.

»  Chase quotes on Road Traffic Accident Damages.

*  Process departmental Invoices Daily.

»  Update vehicle suppliers with hire mileage weekly.

»  Coordinate vehicle hires, returns and off hire inspections.

»  Rota to cover out of office phone calls — to be determined by the Fleet Manager.

+  Maintain up to date records for all HGV’s, including PMI, MOT, LOLER and Tacho paperwork.

»  Ensure all vehicle files meet the DVSA requirement.

» Monitor vehicle Olicence requirements.

»  Schedule and track vehicle inspections — Liaising with Drivers to ensure vehicle is at correct location for inspection.

*  Process departmental Invoices Daily.

»  Update vehicle suppliers with hire mileage weekly.

+  Support with gathering the information for vehicle fines, including speeding, parking and bus lane fines

» Add vehicles to the insurance both new and temporary.

*  Monitor Telematics Data in line with company processes and procedures

»  Provide general support to the Fleet Manager.

* Any other reasonable tasks required from time to time to meet the needs of the business

KEY SKILLS & ATTRIBUTES

»  Strong organisational and administrative skills.

*  Knowledge of HGV compliance and transport regulations.
+  Attention to detail and ability to work under pressure.

«  Excellent communication and interpersonal skills.
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Person Specification: Skills, Knowledge & Experience Essential Desirable
Proficient in the use of the Microsoft Office Suite v

Good communication skills both verbal and written v

Excellent administration and accurate data input skills v

Team worker — willing to help others v

Previous experience working within Transport / Plant Operations v

APPLY

If you are interested in joining our team, please apply with your CV and any relevant details to careers@excalon.com or
visit excalon.com/careers/ for more information and to view our current vacancies.
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