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Job Description

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


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 12:00pm
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 Leadership & Operations
· Plan, organize, direct, and supervise the day-to-day operations of the Workshop.
· Ensure workshop activities are completed efficiently, safely, and in accordance with company procedures.
· Monitor daily workshop operations, including fleet inspections, servicing schedules, repair progress, and staff productivity.
· Conduct daily work allocation meetings following fleet inspections and assign work priorities accordingly.
2.2 Fleet Maintenance Management
· Oversee daily fleet inspections and ensure all vehicles and equipment are maintained in a safe and roadworthy condition.
· Develop, implement, and monitor preventative maintenance schedules for all company vehicles, trailers, forklifts, and equipment.
· Liaise with the Operations Manager regarding vehicle faults, maintenance requirements, vehicle availability, and fleet scheduling.
· Coordinate fleet reallocation with Transport when vehicles are unavailable due to servicing or breakdowns to minimize operational disruptions.
· Monitor the status of all repair and maintenance work to ensure timely completion.
2.3 Workshop Staff Management
· Supervise all workshop personnel, including:
· Workshop Supervisors 
· Heavy Vehicle Mechanics 
· Light Vehicle Mechanics 
· Auto Electricians 
· Tyre Fitters 
· Workshop Parts Storeman 
· Apprentices and Workshop Assistants (where applicable)
· Monitor staff attendance, punctuality, productivity, and overall performance.
· Allocate resources effectively to meet operational priorities.
· Address staffing issues, provide coaching and performance feedback, and recommend disciplinary action where appropriate in accordance with Company policies.
· Foster a positive, productive, and safety-focused work environment. 
2.4 Quality Assurance
· Ensure all servicing, repairs, and maintenance work meets company standards and manufacturer specifications.
· Monitor the quality of completed repairs before vehicles and equipment are returned to service.
· Investigate recurring mechanical failures and implement corrective actions to improve fleet reliability.
2.5 Parts, Inventory & Procurement
· Maintain accurate vehicle fleet catalogues and workshop asset records.
· Oversee workshop inventory, ensuring adequate stock levels of spare parts, tyres, lubricants, fluids, and workshop consumables.
· Review and approve estimates for spare parts and materials required for repairs.
· Coordinate the procurement of parts and services to minimize workshop downtime.
2.6 Safety, Compliance & Risk Management
· Ensure compliance with all workplace health and safety legislation, company policies, and workshop procedures.
· Promote a strong safety culture by conducting regular workplace inspections and monitoring safe work practices.
· Investigate workshop incidents, equipment failures, and near misses, implementing corrective and preventive actions.
· Ensure all workshop tools and equipment are maintained in a safe and serviceable condition.
2.7 Reporting & Administration
· Maintain accurate workshop records, maintenance histories, inventory records, and repair documentation.
· Prepare and submit operational, maintenance, inventory, and performance reports to Management.
· Ensure all workshop reports and documentation are accurate, complete, and submitted within required timeframes.
2.8 Training & Staff Development
· Identify training needs and develop training plans to improve workshop staff competency and performance.
· Coach and mentor employees to support career development and succession planning.
Research, recommend, and implement technical and safety training programs for workshop personnel.
· Monitor the effectiveness of employee development initiatives.
2.9 Decision Making & Operational Support
· Make timely operational decisions to minimize fleet downtime while maintaining safety and service quality.
· Provide technical guidance and support during complex repairs and emergency breakdowns.
· Participate in workshop activities during peak workloads when operationally required.
2.10 Additional Duties
· Carry out any other duties and responsibilities as assigned by the General Manager within the reasonable scope of the role.

3. MEETINGS
3.1 Attend Workshop Toolbox Meetings
3.2 Management Meeting – every first Friday of the month
3.3 Weekly Alignments meetings as scheduled
3.4 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, Standard Operating Procedures (SOPs), and Workplace Health and Safety standards.
4.2 The Employee is responsible for ensuring the Workshop operates safely, efficiently, and cost-effectively while supporting uninterrupted company operations.
4.3 The Employee must promote teamwork, accountability, continuous improvement, and professional conduct throughout the Workshop.
4.4 The Company reserves the right to vary duties consistent with the Employee's role, skills, and operational requirements.
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5. DIRECT REPORTS
5.1 The Workshop Manager has direct supervisory responsibility for all Workshop personnel, including but not limited to:
· Workshop Supervisor 
· Heavy Vehicle Mechanics 
· Light Vehicle Mechanics 
· Auto Electrician 
· Tyre Fitter 
· Workshop Parts Storeman 
· Apprentices and Workshop Assistants (where applicable)


6. 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
Employee Name: 						Name: 					
Position: Workshop Manager				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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