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Job Description

Job Title: Workshop Administrator
Department: Workshop
Reporting To: Workshop Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 10:00am
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Workshop Administration
· Provide day-to-day administrative support to the Workshop Manager and Workshop team.
· Prepare, maintain, and organize workshop records, files, reports, and documentation.
· Ensure all workshop documentation is accurate, complete, and properly filed for future reference.
· Maintain confidentiality of workshop and employee records.
2.2 Fleet Administration
· Maintain an up-to-date fleet register for all company vehicles, trailers, forklifts, and equipment.
· Monitor vehicle registrations, roadworthiness certificates, and safety stickers, ensuring renewals are completed before expiry.
· Maintain accurate records of fleet servicing, repairs, inspections, and maintenance history.
· Coordinate with the Workshop Manager and relevant departments regarding registration and compliance requirements.
2.3 Workshop Scheduling & Coordination
· Prepare daily work allocations and distribute work orders as directed by the Workshop Manager.
· Assist with scheduling vehicle servicing, preventative maintenance, and repair activities.
· Monitor the progress of workshop jobs and update work status records accordingly.
· Coordinate communication between the Workshop, Transport Department, and other internal departments regarding vehicle availability.
2.4 Overtime & Timesheet Administration
· Prepare and submit overtime requests and supporting documentation for workshop employees.
· Maintain accurate attendance, overtime, and timesheet records for the Workshop Department.
· Ensure overtime approvals are obtained in accordance with company procedures before submission to Payroll.
2.5 Documentation & Reporting
· Prepare daily, weekly, and monthly workshop reports as required by the Workshop Manager.
· Maintain maintenance schedules, inspection reports, vehicle fault reports, and service documentation.
· Assist in preparing reports relating to fleet performance, workshop productivity, and maintenance activities.
· Ensure workshop records are updated promptly and accurately.
2.6 Inventory & Procurement Support
· Assist with maintaining workshop inventory records for parts, tyres, lubricants, consumables, and workshop supplies.
· Prepare purchase requests, quotations, and procurement documentation as directed.
· Coordinate with suppliers and the Workshop Parts Storeman regarding deliveries and documentation.
2.7 Compliance & Record Management
· Monitor expiry dates for vehicle registrations, safety stickers, inspections, licences, and other statutory requirements.
· Maintain compliance registers and notify the Workshop Manager of upcoming renewals.
· Ensure workshop records comply with company policies and audit requirements.
2.8 General Administrative Support
· Assist the Workshop Manager with correspondence, data entry, document preparation, filing, and general office administration.
· Coordinate meetings, prepare meeting agendas, and record meeting minutes when required.
· Answer workshop telephone enquiries and direct calls appropriately.
Support continuous improvement initiatives by assisting with the development and updating of workshop administrative procedures.
2.9 Additional Duties
· Carry out any other duties and responsibilities as assigned by the Workshop Manager or management, within the reasonable scope of the role.

3. MEETINGS
3.1 Attend Workshop Toolbox Meetings and any other meetings as reasonably required by the Company.

4. GENERAL
4.1 The Employee must perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, and safety standards.
4.2 The Company reserves the right to vary duties consistent with the Employee’s role, skills, and operational requirements.

5. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
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Signature: 						Signature: 				
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