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	ROLE PROFILE

	Job title
	Fleet Operations Co-Ordinator
	Date
	04/05/26

	Business
	Food For Now

	Department
	Customer Solutions

	Location
	Bradgate, Leicester

	ROLE SUMMARY (main purpose)

	
To ensure that the company’s fleet operations are legally compliant, efficient and operating at as low a cost as possible.


	REPORTING STRUCTURE

	
Reports to
	National Planning and Fleet Manager

	
Direct & indirect reports
	None

	
Key internal stakeholders
	Commercial, Operations, Bakery

	
Key external stakeholders
	FFFN Customers

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES

	· Ensure that all vehicles are operating in accordance with all relevant legislation and regulations.

· Maintain strict driving licence checks for all drivers of company vehicles to ensure all are licensed to drive any allocated vehicles.

· Update and maintain insurance databases for drivers and vehicles.

· Monitor and maintain strict vehicle maintenance and servicing schedules to minimise downtime and VORs.

· Monitor fleet costs and whether they remain within budget.

· Assist with the drafting and implementation of effective policies and processes regarding fleet operations, and driver management.

· Ensure that our fuel sourcing and consumption is managed and can show tangible improvements in cost management.

· Manage the relationship with our appointed fleet partner and maintenance suppliers, ensuring SMR and VORs are managed correctly.  

· Ensure detailed records of all vehicle inspections and services are maintained.

· To be a Health & Safety champion across FFFN, to ensure our driver’s safety and duty of care of others is the number priority.


	QUALIFICATIONS, EXPERIENCE, SKILLS / KNOWLEDGE

	
Qualifications
	· GCSE level and beyond

	
Experience
	· Ability to operate in a high volume 24/7/365 transport working environment.
· Knowledge of Transport legislation and regulations. (Highly desirable)
· Data and statistical analysis
· Excellent communication skills
· Strong organisational and time management skills
· Continuous Improvement approach to work, able to innovate and create new processes

	
Skills/ Knowledge
	· All core training and core procedures
· Excel to advanced level
· Literate and numerate to GCSE Pass standard

	PERSONAL ATTRIBUTES & BEHAVIOURS

	· Identifies and acts upon opportunities for improvement.
· Continuously and constructively challenges the current way of doing things.
· Maintain a culture of continuous improvement of customer service (internal and external), quality and productivity.
· Can convey the objectives of the department to other areas.
· Tackles areas of underperformance and sees them as opportunities to learn and develop.
· Takes responsibility for fleet issues and works to find solutions.
· Willing to meet business needs in terms of hours and alteration to role/duties.
· Able to adapt easily to changing priorities and new ways of working.
Attention to detail.
· Produces accurate written and numerical information in the correct format.
· Can provide detailed information at short notice through databases and archives.
· Looks for ways to improve the management of the Fleet to reduce costs and increase efficiency.
· Uses methods to reduce vehicle downtime and VORs.
· Assists in the development of Best Practice standards in the department.
· Takes positive corrective action in situations where needed.
Being Brilliant
· Makes a commitment to applying themselves to their role.
· Takes part in projects as and when required and facilitates innovative change.
Communication & Influence
· Presents all communication in a professional manner being clear, concise, accurate and detailed.
Decision Making
· Follows problems through to completion and reflects on process in order to share learnings.
· Able to work under pressure and act on information with the required amount of urgency.


Planning & Forward Thinking
· Demonstrates business awareness.
· Able to compile and interpret data.
· Able to compile written information in the appropriate format.
Teamwork
· Builds positive relationships, promotes co-operation within immediate team and other areas of the business.
· Able to communicate effectively.
· Works with peer group across shifts to tackle issues

	COMPETENCIES FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are the most important asset and central to the success of the organization. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and federalism

	Flexibility and Adaptability
	The ability to change and adapt our own behaviour or work procedures when there is a change in the work environment, for example, as a result of changing customer needs

	Initiative and Taking Ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with PQP and Federalism.
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