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JOB DESCRIPTION
	Post Title: WORKSHOP MANAGER  ASK  \* MERGEFORMAT 

	Department: Operations
	Post No: 

	Division/Section: Waste and Transport
	Post Grade: 12

	Location: BRADLEY FOLD DEPOT
	Post Hours: 37 hours per week on a flexible basis in accordance with service requirements 

	Special Conditions of Service: 

Occasionally may be required to work outside normal office hours and/or away from the depot.
Will be required to drive local authority vehicles from time to time.

Will be required to attend emergency call-out if necessary. 

	Purpose and Objectives of Post: 

To manage and control the servicing and repair of a mixed vehicle and plant fleet and to supervise the labour force required to undertake those duties.
To manage and control the MOT and taxi-testing facility.


	Accountable to: Head of Waste & Transport.

	Immediately Responsible to: Transport Services Manager.

	Immediately Responsible for: Workshop Chargehand and Mechanics. 

	Relationships: (Internal and External)

Internal:
All Operations employees and employees from other departments.

External:

Officers of other local authorities

Central Government and other public bodies

Various contractors and suppliers of goods and services

Driver and Vehicle Services Agency (DVSA)

Members of the public

Taxi drivers

	Control of Resources: 

Personnel:   Management of Workshop Chargehand and Mechanics.
Financial:    Requisitions for direct store purchases and non stock items.
                  Responsibility for the control of expenditure and consumable items.
Equipment: Directly responsible for the Authority’s plant/fleet through its maintenance. 
                  Responsible for the safekeeping and correct use of materials and equipment

                  used within the workshop.
H&S: H&S:        Responsible for the health safety and welfare of him/herself and other persons (e.g. colleagues, visitors, members of the public) who may be affected by his/her acts or omissions whilst at work in accordance with the Council and Departments’ health and safety policies and procedures.



	General Duties/Responsibilities: 

	

	· Manage the day to day functions of the Vehicle Workshop.

· Provide reports verbally and in writing to management. 

· Liaise with the Senior Transport Officer and Transport Officer on a daily basis regarding vehicle/plant availability.  
· Provide technical support to user departments and Transport Service Officers with regard to vehicle repairs, provide progress updates, monitor spending limits, obtain authorisation for repairs and raise the necessary paperwork.
· Assist the Senior Transport Officer in the inspection/coding of works with regard to the provision of estimates/quotes for user departments.

· Carry out inspections at sub-contractors workshops as and when requested by the Transport Services Manager.
· Maintain a thorough working knowledge of municipal vehicles, plant and equipment, including changes and updates, and to attend training as necessary to maintain and enhance this knowledge.  This may require overnight accommodation and a change in working hours.

· To attend exhibitions/demonstrations as required.

· Liaise with user departments on matters relating to the management of vehicles, plant and equipment, having regard to maintenance requirements and compliance with the appropriate legislation.

· Record and retrieve relevant information via manual and computerised systems.
· Interpret historical information, with regard to vehicle, plant and equipment submitted for repair, based on previous repairs and costs for warranty and other management purposes.

· Undertake a technical evaluation of road call and or vehicle recovery requests and implement appropriate action.

· Undertake initial diagnosis of defects at the reception stage and report to the Senior Transport Officer accordingly.
· Represent the interests of user departments with regard to cost and quality of repairs bearing in mind the operational requirements of the user, in particular: - cost of hire, availability of spare vehicles, the workload of the workshop and the ability to carry out the work outside users’ normal working hours.

· Undertake inspections of vehicles, plant and equipment within the workshop.

· Prepare and formulate the service schedule for Bury Council’s fleet of vehicles and ensure that all DVSA time scales are adhered to.

	

	· Evaluate and authorise work within specified limits and appropriate standards as specified by the Transport Services Manager.  

· Visit specified sites on a regular and random basis to inspect vehicles, plant and equipment and effect minor repairs where possible.

· Provide reports on inspections and make arrangements for repairs at the workshop should this be necessary, bearing in mind the operational needs of the user and the Authority’s compliance with the law. 

· Maintain appropriate clerical/computerised records in relation to all works undertaken.
· Liaise with various suppliers, users and contractors and deal with any queries in connection with the vehicle workshop.

· Source and order specialist parts for vehicles within the workshop ensuring best prices are achieved.

· Ability to operate specialised vehicles and associated plant and equipment effectively and safely.

· Responsible for the maintenance and calibration of all workshop equipment and tools and sourcing best prices for said contracts.

· Arrange and carry out periodic vehicle spot checks with user department supervisors.

· Take care of all tools and equipment borrowed from the stores and ensure all is clean and serviceable on return to stores.
· To occasionally attend Court Hearings to give evidence in relation to the vehicle fleet and taxi and MOT testing.

· Deputise for Transport Services Manager where appropriate.
MOT and Taxi Testing:
· Manage the MOT testing facility, including taxi testing, to the standards laid down by Licensing, the Department for Transport and DVSA. 
· Undertake MOT testing as and when required.

· Liaise with Licensing Officers regarding specifications and technical matters relating to taxi tests.
· Negotiate with Licensing regarding rates.
· Occasionally attend court hearings to give evidence in relation to the vehicle fleet and taxi/MOT testing.

· Assist DVSA in carrying out spot checks of the Borough’s taxi fleet.

Health and Safety:
· Working in conjunction with Departmental H&S Advisors, ensure and maintain healthy and safe working conditions for all workshop staff.
·  Ensure that all necessary risk assessments, safe systems of work and COSSH sheets are developed and reviewed annually. 

	Financial Management
· Provide financial estimates of cost, on request, regarding external sub contract work.

· Liaise with suppliers when any specialist parts are required, ensuring they are competitively priced and represent value for money.

Human Resources:
· In conjunction with HR ensure the fair application of all HR policies and procedures including Managing Attendance, Disciplinary, Capability and Grievance, Smoking at Work etc.

· Conduct sickness reviews and interviews and implement sickness action improvement plans.

· Maintain appropriate disciplinary standards and take action as may be required, as per procedure.  Lead on disciplinary investigations as required.

· Monitor the performance and workmanship of all work undertaken.

· Check and certify timesheets.  Authorise payments for extra hours worked by staff.
· Ensure good employee relations at all levels and be sensitive to the needs of employees from a welfare and morale stand point.

· Undertake annual employee reviews and regular 1:1s with all staff.

· To interview applicants for vacancies and make recommendations as to their employment.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service).
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DEPARTMENT FOR COMMUNITIES AND WELLBEING

WORKSHOP MANAGER
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	5 years’ experience of goods vehicle workshop management. 
	(
	

	An HGV driving licence.
	(
	

	A Class 4 MOT tester qualification.
	(
	

	A qualification in motor vehicle engineering.
	(
	

	An understanding of the requirements of a Goods Vehicle Operator Licence.
	(
	

	ICT literate with an understanding of Microsoft Office suite of applications. 
	(
	

	The ability to undertake diagnosis of vehicle, plant and equipment prior to repair.
	(
	

	Experience of the use of computerised fleet management systems. 
	(
	

	The ability to communicate effectively with all levels of staff, management and user department representatives, suppliers and contractors.
	(
	

	Effective verbal and written communication skills and an organised and methodical approach to work.
	(
	

	The ability to work in a pressurised environment and to work within short timescales. 
	(
	

	An excellent working knowledge and/or understanding of H&S at work. 
	(
	

	Knowledge of effectively managing service delivery by planning resources/activities and establishing monitoring systems in order to achieve set business objectives.
	(
	

	Ability to work on own initiative as well as being able to work as part of a team.
	(

	

	The ability to supervise and motivate a small team and facilitate effective team working by identifying team goals, communicate information, encourage and offer support and guidance.


	(
	

	An excellent working knowledge of the operation of municipal vehicles.


	(
	

	The ability to influence attitudes and opinions of others and gain agreement to proposals, plans and ideas. 


	(
	


