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Role profile
	Role Title
	Senior Administrative Assistant

	Business Division
	Fleet and Workshops Solutions

	Grade
	COR.6

	Report to (role title)
	Valet Services Manager 

	Version
	v1 

	Job Code
	

	
If you would like this information in another format, please contact:
Corserv Head Office
Chy Trevail
Bodmin
PL31 2FR

Email: recruitment@corservltd.co.uk



	Financial
	Direct financial accountability:  	£0
Indirect financial accountability:	£100,000

	People Management 
	Number of direct reports:  	0
Number of indirect reports:	0

	Working Conditions 
	☒No unusual hazards (less than 20% of the time)  ☐Minimum precautions required (more than 20% of the time)
☐Some precautions required (more than 50% of the time)  ☐Precautions required (more than 75% of the time)

	Physical Activity
	☒Minimal				☐Light
☐Moderate				☐Heavy

	Work Demands (tick all that apply)
	☒Work to deadlines			☒Frequently changing
☒Managing conflicting priorities	☐Not normally interrupted or subject to change

	Work Context
	☒No/minimal risk to personal safety	☐Potential risk to personal safety
☐Moderate risk to personal safety          	☐Substantial risk to personal safety


	Role Purpose
Provide effective and efficient administrative support to all areas of Fleet and Workshops Solutions. 


	About the role
Provide support for all areas of the business including the provision of Pool Car Services, Car Leasing, Valet Services, Asset Replacement, Workshops and Compliance.
The role will include data entry and validation, invoice creation and payment, covering reception, assisting with the daily running of the corporate pool car scheme and/or the Valet Services provision, creating reports and monitoring various processes. 
The work will involve IT systems such as Word, Excel, Power BI, the in-house Fleet Management software and the Corporate Finance system.  This position will be a hybrid working role.


	What you'll be doing 

· Data entry of fleet management information using various corporate systems e.g. pool car mileage sheets, valet cleaning record sheets, fuel management, etc., as required.
· Providing administrative support to the manager and team leaders
· [bookmark: _Int_2OXhIKDy]Processing of timesheet information using the relevant systems.
· To use Excel and other Microsoft Office products to aid the efficient administration of the department.
· [bookmark: _Int_OLMV7VJm]Processing of orders, goods receipt notes and payment and creation of invoices in the relevant accounting system.
· Dealing with queries on orders, invoices and payments with suppliers and customers.
· Processing stationary and stock orders.
· Maintaining various filing systems, both paper-based and electronic.
· Monitoring email inbox, dealing with customers, staff and queries, providing the daily running of the pool car scheme and the valet service provision, as required.
· Processing Penalty Charge Notices (PCN), as required.
· Assist with the processing of accident claims and the relevant data.
· Undertaking any other administration duties such as typing, scanning, filing, dealing with incoming and outgoing post, dealing with visitors and telephone calls, customers and suppliers.
· Cover, as required, reception duties - dealing with customers in person or via telephone and taking card payments. 
· Creation of digital fobs and keys for the fuel management system, as required
· To promote the customer care policy to all Fleet, Workshops, Corserv, Cornwall Council and other customers.
· To be aware and adhere to applicable rules, regulations, legislation and procedures e.g., company (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection)
· To maintain confidentiality of information acquired while undertaking duties for the Department.
· To be responsible for your own continuing self-development, undertaking training as required.
· To carry out any other duties as required, commensurate with the grade and role.





	How you’ll be doing it
Collaborative
· Working with wider teams and clients to deliver success
· Valuing a team approach to projects and challenges within your role
· Using resources effectively to produce results
· Be an effective communicator at all times
Innovative
· Seeking opportunities to improve process and embracing new ideas and technology with positive change in mind
· Challenging practices where progress is limited
Positive
· Remain optimistic in the face of change and drive forward to support growth and success
· Demonstrate a commitment to the objectives and vision and take actions accordingly
Focus on Excellence/Commitment to Quality
· Deliver value and service to customers, both internally and externally 
· Ensure quality underpins approach, methods and results
· Stay up to date with best practice and align your approach accordingly
· Take a strategic approach towards your work, ensuring it delivers value to the company, as well as our customers
· Consistently deliver results to a high standard
· Ensure safety is at the centre or your operational approach
Trust
· Build brand reputation by honouring agreements, appropriately managing expectations and being open and honest in all interactions
· Value the knowledge and experience of your teams in delivering a great service
· Empower your teams to succeed and be empowered to make a positive influence within the group


	Qualifications
The following qualifications and experience are essential:
· Ability to communicate well in written, spoken and electronic formats.
· Experience of administrative work
· Ability to liaise with both internal and external customers in a sensitive manner.
· Ability to maintain confidentiality. 
· Good interpersonal skills.
· Proficient in the use of Microsoft applications and social media platforms (Word, Excel, PowerPoint, WhatsApp etc.).
· Demonstrates sufficient knowledge and skill to examine, interpret and extract information 
· Demonstrates sufficient knowledge and skill to organise information in an appropriate format for analysis
· Able to demonstrate ability to work accurately and efficiently in entering, monitoring and maintaining data in electronic formats
The following qualifications and experience are desirable:
· Experience of using fleet management systems (e.g., Tranman, Masternaut).
· Experience of using performance management software (e.g., Power BI).
· Experience of working as part of a team
· Ability to prioritise own workload



	[bookmark: _Hlk81375876]Other requirements
	

	Full Valid driving licence
	NO

	The duties of the role involve travel on a regular basis. It is a condition of employment that the role holder can exercise satisfactory travel mobility in order to fulfil the obligations of the role. For those journeys where an alternative form of transport is unavailable or impracticable the role holder will be required to provide a suitable vehicle.
	NO

	This role has been identified by the organisation as safety critical
	NO

	This post is subject to overtime (where approved/appropriate)
	NO

	This post is subject to the Company’s Flexitime Scheme
	YES

	This post is subject to a criminal records disclosure check
	NO



	Approving Manager
	Rachel Winters

	Approving Business Divisional Head
	Adrian Millward

	Approving Director
	Bruce Robb

	Date
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