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Job Specification

1. Post
Post: Hire Desk Controller (Shift Work)
Depot / Department: Normanton Depot
Ref: GPL/GP081
Salary: Dependent on experience / competitive
Hours of Work: Shift work — 4 days on, 4 days off + weekends & Bank
Holidays

2. Supervisory Responsibilities / Position in Structure

Responsible To: Melanie Plews — Office Manager
Liaising With: Service Managers, Store persons, Depot Supervisors,
Service Engineers, Depot Staff and Management Team

3. Main Function of Job (Note: in addition to these functions, employees are
required to carry out such other duties as may reasonably be required)

e To work flexibly as a member of the Hire Desk Team
e Provide a customer focused service to both internal and external customers

4. Main Duties (Brief description)

e Responsible for smooth running of Key Accounts and/or General Orders
Ensure all on/off hire orders are taken in detail and processed correctly

e Create, input and ensure accuracy of orders onto the company InspHire
system to minimise account queries and potential credits

e Produce and maintain a manual complete contract file, containing all
relevant paperwork including signed delivery and collection notes

e Advise Transport Department of any necessary movements within a timely
manner

e Ensure relevant spreadsheets (as applicable) are updated daily/weekly and
any concerns are brought to the attention of your Line Manager

e Answer all incoming calls within 3 rings in a polite and professional manner
as trained

e Ensure own individual knowledge is enhanced by constantly aiming to
learn/improve and taking on board training as necessary
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e Achieve all targets and KPI's that are set for individuals/Administration team —
example month end target for posting invoices 8th of each month

e Create, post invoices to Sage daily, from various run code reports as specified
and update Line Manager

e Check daily all off hires due from awaiting off hire report and update Line
Manager of progress if there are any delays

e Any customer queries must be dealt with quickly and efficiently

e Line Manager or Director requests are to be completed within the same day
or within timescale provided by them

e Liaise and communicate effectively with all levels of staff
To manage and cover weekend work

e Ensure company vehicle or occasional loan vehicle supplied, is kept clean
and tidy at all times, serviced within manufacturer’s guideline, and ensure any
defects are notified to correct parties and rectified in a timely manner

e Promote teamwork and co-operation at all times, both within individual
depots and right across the entire Generator Power Group of Companies

e Treat all other employees and all our customers professionally and with
respect

5. Requirements to Carry Out Job

Essential or Desirable Requirement (E / D) E|D
Qualifications Required:
e Competent on Microsoft Excel
e GCSE in English & Maths
e Confidence with IT and computer packages E
Experience / Skills Required:
e Administration or Hire desk experience, however full training willbe | E

provided
e Worked with InspHire D
e Excellent organisation skills E
e Good communications skills, written and verbal E
e An ability to work efficiently under pressure E
e Ability to understand and implement written and verbal instruction E
Personal Characteristics / Attributes Required:
e Work well on own initiative and as part of a team E
e Ability to ensure the work gets done in a timely and effective manner | E
e Ability to follow Company policy and procedures E
e Self-motivation E

Other Information:
e This role includes working weekends and all Bank Holidays on a rota
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6. Special Terms

Special conditions e.g. N/A
working with hazardous
substances, equipment,
animals etc.:

Working in different The Company reserves the right to require you to work at
locations: a different location to meet the operational needs of the
business.

If you are interested in the above

position, please send a copy of your CV vacancies@generator-power.co.uk
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