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Job Description

Job Title: Workshop Supervisor
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 – 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 Operations & Supervision
· Assist the Workshop Manager in overseeing the daily operations of the workshop to ensure efficient and safe workflow.
· Organize, coordinate, and supervise the day-to-day activities of workshop personnel.
· Provide hands-on supervision of all workshop maintenance, servicing, and repair activities.
· Ensure workshop operations are completed efficiently while minimizing vehicle downtime.
2.2 Fleet Maintenance Coordination
· Monitor daily fleet inspections and ensure all scheduled vehicle checks are completed.
· Plan, coordinate, and monitor preventative maintenance schedules for all company vehicles and equipment.
· Monitor the status of vehicles undergoing servicing or repairs and ensure work is completed within agreed timeframes.
· Liaise with the Transport Manager regarding vehicle faults, maintenance requirements, and vehicle availability.
· Coordinate the reallocation of fleet vehicles with the Operations Manager when vehicles are unavailable due to servicing or breakdowns to minimize operational disruptions.
2.3 Staff Supervision & Performance
· Supervise workshop employees and ensure staff report to work on time and perform their duties efficiently.
· Monitor staff attendance, punctuality, and absences, maintaining accurate records and following up where necessary.
· Allocate daily work assignments and monitor individual performance and productivity.
· Provide coaching, guidance, and on-the-job training to workshop personnel to improve performance and skills.
2.4 Quality Control
· Monitor the quality of servicing and repair work carried out by workshop staff.
· Ensure all repairs are completed to company standards and manufacturer specifications.
· Conduct final inspections where required before vehicles or equipment are released for operational use.
2.5 Workshop Procedures & Compliance
· Ensure all workshop staff comply with company policies, workshop procedures, Standard
· Operating Procedures (SOPs), and safety requirements.
· Assist in reviewing, improving, and developing workshop procedures to enhance operational efficiency and service quality.
· Ensure all maintenance activities comply with workplace health and safety requirements.
2.6 Breakdown Coordination
· Coordinate workshop responses to vehicle breakdowns and emergency repairs.
· Supervise repair progress and ensure breakdowns are attended to promptly.
· Monitor the progress of individual repair jobs and provide regular updates to the Workshop Manager.

2.7 Records & Inventory Management
· Maintain accurate records of the company fleet catalogue, workshop inventory, and daily staff work allocation.
· Monitor workshop documentation, maintenance records, and repair histories.
· Work closely with the Workshop Parts Storeman to ensure adequate stock levels of parts, tyres, lubricants, and workshop consumables.
2.8 Workplace Health & Safety
· Promote and enforce safe work practices throughout the workshop.
· Monitor compliance with workplace health and safety procedures and ensure appropriate Personal Protective Equipment (PPE) is used at all times.
· Identify and report hazards, unsafe work practices, or incidents to the Workshop Manager and recommend corrective actions.
2.9 Staff Relations & Discipline
· Address day-to-day staffing issues within the workshop.
· Provide performance feedback and recommend coaching, corrective action, or disciplinary measures where appropriate.
· Consult with the Workshop Manager on disciplinary matters, employee development, and workforce planning.
2.10 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.
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