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POSITION DESCRIPTION 

1. POSITION DETAILS 

 
Position Title: Fleet Services Manager 
 
Division: City Operations 
 
Unit: Strategy and Assets 
 
Management Level: Section Unit Manager 

 

2. ORGANISATIONAL RELATIONSHIPS 

 
Position Title of Supervisor:  
 
Manager Strategy and Assets 
  
Titles of Positions which report to this position: 
 
Fleet Services Coordinator – x 1 
Workshop Supervisor – x 2 
Driver Educator – x 1 
 
Contractors for which this position is responsible: 
 
Various suppliers and service providers 
 

3. PRIMARY PURPOSE OF POSITION 

 
The primary purpose of the Fleet Services Manager is the provision of efficient 
and effective fleet management and maintenance services to all operational 
business units. 
 

4. POSITION OBJECTIVES 

The major objectives to be achieved by the Fleet Services Manager are; 
 

 To actively lead and support the Fleet Services team in the provision of efficient, 
effective and competitive services. 
 

 To undertake a business model review of Fleet Services and develop a plan for 
the operation of the City’s Fleet to meet stakeholder needs to 2030 and beyond. 
 

 To review, negotiate and establish service level agreements between Fleet 
Services and internal customer business units. 
 

 To keep the City of Sydney fleet and its management at the leading edge of the 
Australian fleet industry. 
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 To minimise the environmental footprint of the City’s fleet and reduce 
greenhouse gas emissions. 
 

 To ensure effective engagement, communication and consultation are 
maintained on all issues between fleet staff and with internal customers. 
 

 To embed and ensure the City’s values are demonstrated in all internal and 
external dealings. 

 To provide a fleet which is modern, safe, functional, environmentally sound and 
meets the needs of its customers. 

 

 To be held accountable for working conditions under the control of the position 
and for detecting any unsafe or unhealthy conditions or behaviours and to take 
immediate steps to investigate and rectify any risks to health, safety and welfare 
arising from any activity. 
 

5. POSITION ACCOUNTABILITIES 

 

 Develop annual business plans for the provision of fleet services in alignment 
with key customer and corporate business requirements. 
 

 Develop and manage annual and long term budgets for the sustainable 
maintenance and renewal of the fleet in line with the City’s financial procedures. 
 

 Prepare tender specifications, manage the tender process, convene tender 
evaluations, report on tender recommendations and manage contracts in line 
with the City’s procurement procedures. 
 

 Establish and annually review compliant fleet asset management plans to guide 
asset maintenance and renewal programs based on optimal whole of life cycles. 
 

 Demonstrate efficiency, effectiveness, best value and competitive delivery of all 
services provided. 
 

 Establish service level agreements with key customers and regularly report to 
customers on all relevant fleet costs, emissions, accidents and performance 
issues. 
 

 Implement continuous improvement programs to improve fleet reliability, 
availability and reduce maintenance costs. 
 

 Regularly consult and engage staff on matters likely to affect the work of the 
section and foster an environment in which empowerment and consultation are 
the norm. 
 

 The technical standard of the fleet and fleet workshop is maintained to ensure 
compliance with all relevant legislation, codes, policies and standards. 
 



 

Title: Fleet Services Manager                                                             Date:  22 September 2017                                                         Page 3 

 

 Ensure data into and out of the Ausfleet management system is accurate, 
current, complete, relevant and useful as an accountability and decision making 
tool. 
 

 Ensure the effective investigation of all accidents that result in damage to fleet 
items or fixed assets, process accident reports and claim forms, arrange 
quotations for the repair of damaged fleet items and monitor repairs by 
Contractors until verification of completion. 
 

 Establish, implement and review an Accident Management Strategy to 
specifically target and minimise fleet accident claims and reduce ‘driver at fault’ 
incidents. 
 

 Educate the City’s drivers to improve driver safety and reduce emissions by 
embedding low-emission driving skills and behaviours. 
 

 To establish a risk culture by employing and reviewing effective risk 
management and control processes. 
 

 All purchasing is in undertaken in accordance with City procurement procedures 
and policy and all assets and stores are managed within budget and in 
accordance with defined stocktake procedures. 
 

 Management of fuel supply systems including the supply of cards, downloading 
into Ausfleet and monitoring of fuel consumption for each item. 
 

 Registration and insurance for all fleet items and payment of road tolls and other 
related fees and charges. 
 

 Carry out other duties as may be directed by the Manager Strategy and Assets. 
 

 Provide a safe working environment in compliance with the Occupational Health 
& Safety Act and implement Council’s EEO policies and practices. 
 

6. Leadership and Management Capabilities 

 

 Operates Strategically – Develops clear plans to implement the strategy. Aligns 
resources, people, systems and processes to meet priority objectives. Redirects 
resources and efforts to meet changing priorities. 

 

 Develops People and Culture – Focuses on people’s strengths. Proactively 
manages current and future workplace needs. Actively recognizes behaviour 
that delivers results and demonstrates our values. Instils a sense of urgency 
around addressing and resolving individual and team performance gaps. 

 

 Drives Results – Defines team and individual outcomes by understanding the 
needs of customers. Regularly monitors and evaluates progress with early 
correction to ensure quality outcomes. Drives accountability and continuous 
improvement by implementing effective reporting and improvement 
mechanisms across the team. 
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 Displays Awareness of Self and Others – Regularly seeks feedback from a 
range of stakeholders. Takes the time to explore the nature of the feedback and 
responds constructively. Sets out the broad principles for decision making.  

 

 Cultivates Productive Relationships – Actively encourages consultation and 
collaboration. Works with key stakeholders to proactively address issues and 
identify opportunities to improve performance and services to customers. 

 

 Manages Effectively – Finance and resource management; Procurement and 
Contract Management; Risk Management and Compliance; Technology and 
Information Management; Project Management. 

 

7. WORK HEALTH & SAFETY RESPONSIBILITIES 

Section Unit Managers must actively participate in all aspects of the Safety 
Management System (SMS). Section Unit Managers are responsible and 
accountable for: 

 Conducting or facilitate regular workplace inspections of your section unit; 

 Taking the necessary steps to ensure all high risk activities are identified, 
assessed and controlled;  

 Implementing immediate corrective action and control strategies for those 
hazards/activities identified as high risk; 

 Arranging for employees to undertake appropriate WHS training; 

 Conducting risk management activities; 

 Managing, implementing and advising employees and relevant parties when 
changes have been made in the workplace (i.e. systems of work, risk 
assessments); 

 Ensuring that WHS legislative requirements, standards and codes of 
practice are incorporated where appropriate in risk management activities; 

 Ensuring that access to legislation is made available to any employee at their 
request; 

 Ensuring contractors have the necessary qualifications and/or licenses 
required by legislation; 

 Ensuring contractors are engaged and monitored according to OHS 
procedures; and 

 Implementing the City’s Return to Work program and investigating all 
accidents/incidents. 

A full list of WHS responsibilities and accountabilities are available within the 

City’s SMS document; Responsibility, Authority and Accountability (RAA) 

Matrix. 

Design Control 
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Design Control is the city’s commitment to ensuring any product or building 
design, fabrication, installation or commissioning activity that has any risks 
associated with it during construction and throughout its intended use and 
possible misuse are identified and controlled to minimise risk of Injury. Therefore 
anyone involved with design control shall be responsible and accountable for; 
 

 Ensure that all aspects of WH&S Design Control, as outlined in the Safety 
Management System, are incorporated in all design activities. 

 

8. AUTHORITY TO ACT 

 

The Fleet Services Manager is accountable for making day to day decisions 
regarding the operation of the team and performance of work in accordance with 
client requirements. 
 
The incumbent has the authority to take any reasonable steps to ensure that 
the smooth flow of operations is maintained providing the actions are consistent 
with the responsibilities of the position and subject to any limitations, corporate 
policies, procedures or safe work method statements. 
 

9. SELECTION CRITERIA 

 

Essential Criteria 

 An in depth understanding and extensive experience in contemporary fleet 
management and maintenance for a large and diverse fleet. 

 Formal tertiary and/or graduate qualifications in disciplines related to fleet 
management/maintenance or able to demonstrate significant and equivalent 
expertise in fleet management. 

 A capacity to think analytically and strategically in solving complex 
workplace issues and in developing and implementing plans to improve 
operations and optimise work outputs. 

 An ability to fully engage and develop staff, maintain a positive staff culture 
and provide sound supervision and guidance to team members.  

 High level experience in financial administration including establishing 
section budgets, monitoring and reporting on financial performance, 
tendering and procurement. 

 Highly developed oral and written communication skills and the ability to 
provide clear and concise written and verbal advice/information to interact 
with a broad range of staff and external customers. 

 Strong IT skills including advanced word processing, data management, 
document presentation, corporate financial and records management 
systems and fleet management packages. 

 An extensive and current knowledge of vehicles, technologies, fuels, 
emissions and operational processes used in the provision of Local 
Government services. 
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 Maturity, flexibility, discretion and judgement, and the ability to maintain the 
confidentiality of issues.  

 Ability to balance competing priorities, work to deadlines and to respond in 
a flexible manner to work requirements for supporting a large, multi-
disciplinary team.  

 Be the holder of a current HR Driver’s Licence. 

 Demonstrate a commitment to Equal Employment Opportunity, Work Health 
and Safety and Cultural Diversity principles. 

 

Desirable Criteria 

 Qualifications in environmental management and/or business management. 
 

 Experience in a leadership role mentoring other fleet managers and 
presenting at industry conferences. 

 

 Understanding of change management processes. 
 

 Experience in the environment in which Local Government operates 
including key systems, mechanisms and protocols. 

 
 
 
 
 
 


