
Job Title: Fleet Administrator
Department: Fleet
Reports To: Fleet Administration Manager

Job Overview

The Fleet Administrator is responsible for supporting the efficient operation and management of the company’s vehicle fleet. This role ensures that all vehicles and drivers remain compliant, cost-efficient, and aligned with legal, safety, and company requirements. The Fleet Administrator provides comprehensive administrative support, maintains accurate records, and liaises with drivers, suppliers, and internal departments.

Key Responsibilities

· Maintain accurate and up-to-date records for all fleet vehicles, including registrations, insurance, MOTs, servicing, and repairs
· Update and manage driver and vehicle records, ensuring all documentation is current and compliant
· Identify drivers and cost centres in relation to Notices of Intended Prosecution (NIPs), update offence registers, and respond to issuing authorities within required timeframes
· Manage parking fines, including recording, payment processing, appeals, and arranging driver salary deductions where applicable
· Arrange and manage vehicle reallocations, deliveries, and collections
· Oversee and administer short-term vehicle hire agreements
· Manage fuel card accounts, monitor usage, and investigate discrepancies
· Administer parking and toll accounts, ensuring accurate tracking and cost control
· Reconcile company credit card statements related to fleet expenditure
· Validate and process invoices, ensuring accuracy and alignment with agreed rates and services
· Monitor vehicle compliance to ensure adherence to legal and regulatory requirements (e.g., DVLA, operator licence standards)
· Support accident and incident processes, including documentation and liaison with insurers
· Produce regular reports on fleet activity, costs, compliance, and performance
· Assist with vehicle procurement, disposals, and leasing administration
· Respond to driver queries and provide day-to-day administrative support to the fleet team


Skills and Experience

· Previous experience in a fleet, transport, or administrative role
· Strong organisational and time management skills
· Excellent attention to detail and accuracy
· Working knowledge of fleet compliance and UK transport regulations (desirable)
· Proficient in Microsoft Office (particularly Excel and Outlook)
· Experience using fleet management or compliance systems (desirable)
· Strong communication and interpersonal skills

Key Competencies

· High attention to detail
· Organisation and prioritisation
· Problem-solving ability
· Effective communication
· Ability to work under pressure and meet deadlines

