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Role Profile
	Role Title
	Fleet Technical Assistant (Apprentice)
	
if you would like this information in another format please contact:

Cormac Head Office
Western Group Centre
Radnor Road
Scorrier
TR16 5EH

recruitment@cormacltd.co.uk


	Business Division
	Fleet
	

	Grade
	Apprentice Grade
	

	Report to (role title)
	Car and Technical Support Manager
	

	Version
	1
	

	Date Job Evaluated
	Matched – 27/4/2026
	

	Job Code
	000699
	


	Financial
	Direct financial accountability:  	£0
Indirect financial accountability:	 £0

	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

	You will be developing the skills, knowledge and practical experience needed to provide technical administrative support to the Fleet and Workshops business by undertaking a range of technical administrative task(s).    
This is an exciting opportunity for a Fleet Technical  Administrator Apprentice to be supported through the  Level 3 Business Administrator Apprenticeship Standard whilst working for Cormac. You will gain skills, knowledge and experience throughout Cormac’s Fleet and Workshops business while being mentored by experienced colleagues.  




	About the role

	This role plays a key part in ensuring smooth day-to-day operations of CORMAC’s Fleet and Workshops business. This role supports the undertakings needed to hold the company's Operator Licence.
As an Apprentice Fleet Technical Assistant, you will support and be supported by qualified Mentor(s) in the technical areas of Fleet Management, including (but not limited to) administration, compliance, asset replacement and workshop operations.
The role will provide support to solve problems with an innovative approach. The provision of administrative processes and controlled documentation, data entry, analysis and validation, invoice creation and payment and creating reports.   
The work will involve IT systems such as Word, Excel, Power BI, SharePoint, our in-house Fleet Management software, Telematics, Fuel System and the Corporate Finance system.   
This position will be a hybrid working role with a mixture of office and home working and supported by a Further Education provider with a requirement for college attendance.

	What you'll be doing

	Providing technical and administrative support to the Car and Technical Support Manager in the technical administrative areas, including (but not limited to):
The use of fleet I.T. systems including Tranman (Fleet Management system), Quartix (Vehicle tracking system) and Driver Check (Driving licence check system).
Facilitate and coordinate all accident claims including receiving and processing claim forms, liaising with insurers, drivers and repairers to ensure the asset is returned to use in a safe and timely manner.
To create sales invoices, purchase orders, and goods receipt notes and process the payment of supplier invoices for all areas of the business using the relevant accounting system.
Coordinate and administer the daily operations of the Corporate Pool Car Scheme.
Support the provision of company cars, providing driver information, preparing quotes, payroll deductions using Oracle, consulting drivers and lease companies, producing P11d and BIK data and reports.
Providing technical and administrative support to the Fleet Compliance Manager in the areas of Fleet Compliance, including (but not limited to):
Gain an understanding of the general conditions and undertakings required to hold and retain a Goods Vehicle Operators Licence.
To be responsible for, create and manage the asset maintenance schedule.
Notify customers of the scheduled dates for planned maintenance in accordance with the guide to maintaining road worthiness.
Manage the Group Road Fund Licence (RFL) renewal process ensuring compliance with expiry deadlines and comprehensive records are kept in relation.
Monitor work to ensure that fleet and mechanical equipment is presented for Maintenance in a timely and safe and compliant condition.
Produce management information for board, transport managers and operational managers in relation to Driver certificate of professional compliance (DCPC) status, driver qualification card (DQC) expiry and driver licence checking.
Providing technical and administrative support to the Asset Replacement Manager in the areas of Asset Replacement, including (but not limited to):
Attend customer replacement "dashboard" meetings in support of close consultation with operational teams and drivers in relation to replacement prioritisation and specification agreement.
Support the procurement of a wide variety of Fleet and Mechanical Equipment from initial design, development of specification, award, and order, through to the management of build and asset introduction.
Support the decommission and disposal of end of life/time expired fleet and mechanical equipment ensuring maximum income is achieved for the Group.
Support the Asset Replacement Manager and Head of Fleet with the review and renewal of replacement processes including (but not limited to), internal contract hire methodology, fleet and mechanical equipment procurement frameworks and Council strategy for transition to alternatively fuelled vehicles.
Providing technical and administrative support to the Workshop Manager(s) in the areas of Workshop Reception and Stores, including (but not limited to):
Dealing with Customer visits to Workshop reception (in person).
Dealing with communications made via telephone, e-mail, MS Teams etc.
Arrange/Order vehicle and plant repairs with external suppliers including Main dealer network, Tyres, Glass, Breakdown, Recovery and specialist repairs etc.
Consulting with internal and external customers on vehicle status updates, Ready for collection, In Progress, Awaiting Parts and Delays etc.
Create and amend job sheets on Fleet systems, including proper and needed information for all maintenance tasks, Servicing, MOTs & Defects etc.
You will be required to use a variety of communication systems/media and a parts management software system to provide efficient and effective supply of parts and materials across a wide range of vehicle and plant. 
Communicating with external suppliers, you will generate orders in line with the company procurement policy and contractual agreements. 
You will handle stock and non-stock goods, including returns of warranty, unused and surcharge return items.
Valet Services Stores (Ordering parts and Stock control) in the areas of Administration and Stores, including (but not limited to):
Data entry of bus and cleaning data using various corporate systems.
Processing of time sheet information using the relevant systems.
Recording, maintaining and updating staff training records, and assisting with the organisation and delivery of staff training where required.
Supporting staff with system access issues, including arranging and processing password resets in line with IT and data security policies.
To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection).
To maintain confidentiality of information acquired in the course of undertaking duties for the Department.
To be responsible for your own continuing self-development, undertaking training as required.
To undertake other duties appropriate to the grading of the post as required.



	Qualifications and Experience
	Recruitment and Selection

	The following qualifications and experience are essential: 
Ability to communicate well in written, spoken and electronic formats.  
	Application Form Interview 

	Good interpersonal skills.  
	Application Form Interview 

	Experienced in the use of I.T. such as E-Mail, Word, Excel, social media etc.
	Application Form Interview 

	Able to demonstrate ability to work accurately and efficiently in monitoring and maintaining data in paper and electronic formats.
	Application Form Interview 

	5 GCSEs at Grade 3 or above, including English and Maths
	Application Form Interview 

	You must be able to attend Truro and Penwith College for delivered sessions which are likely to be on a day release basis.
	Application Form Interview 

	The following qualifications and experience are desirable: 

	Application Form Interview 

	5 GCSEs at Grade 5 or above, including English and Maths
	Application Form Interview 

	
	Application Form Interview 

	
	Application Form Interview

	
	Application Form Interview 



	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
	YES

	This role is politically restricted
	NO

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

	This post is subject to the Company’s Flexitime Scheme (manager discretion)
	NO

	This post is subject to a criminal records disclosure check
	NO

	Approving Manager
	Bruce Robb

	Approving Business Divisional Head
	Bruce Robb

	Approving Director
	

	Date
	27 April 2026



	Our values


	Our values shape everything that we do across our Group. From construction to care services, from travel to transport and everything else in between.

Our values guide the way we work with our business partners, within our communities and with each other.
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	Collaborative
	We work with and support each other to serve our communities.

	Committed
	We are unwaveringly dedicated to being the best at everything we do.

	Trusted
	We are open and honest and do what we say we’ll do.

	Inclusive
	We are considerate and respectful of our people and the communities/environment we work in.
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