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POSITION DESCRIPTION 
Effective from: July 2019 

 

Position Title Fleet and Facilities Advisor 

Reporting To Manager Support Services 

Directorate Corporate Services 

Location Dunedin 

Delegated Authority $5,000 

 
 

Our Organisational Values and Behaviours 
 

Caring 
We take great care 

in all we do 

Collaborative 
Great 

relationships 
enabling great 

outcomes 

Accountable 
Deliver on our 

promises 

 

Trustworthy 
We do what we 

say we’ll do 

 

Creative 
Seeking better 
ways of doing 

things 

Open & 

Honest 
Encouraging 

openness and 
honesty 

▪ Taking due care 
▪ Using resources 

appropriately 
▪ Kaitiakitanga 
▪ Responsiveness 

▪ Common 
vision 

▪ Sharing 
knowledge and 
resources 

▪ Partnerships 
with common 
goals 

▪ Team work 

▪ Having honest 
conversations 

▪ Doing the right 
thing  

▪ Trustworthiness 

▪ Ownership 

▪ Speaking with 
courage 

▪ Acting ethically 
and with mana 

▪ Following up 

▪ Enabling great 

outcomes for 

all 

▪ Challenging 
the ‘status quo’ 

▪ Continuous 
improvement 

▪ Creative 
problem 
solving 

▪ Understanding 

the ‘why’ 

▪ Speaking up 
▪ Being 

approachable 
▪ Speaking with 

integrity 

▪ Inviting 

differing points 

of view 

 

Purpose 

The purpose of this role is to facilitate the provision of efficient and effective building, fleet and procurement 

services to the Otago Regional Council and its employees. The Fleet and Facilities Advisor will undertake to 

ensure the effective day to day management of Council’s building and fleet activities.  

With a focus on customer service and delivery, the Fleet and Facilities Advisor is responsible for coordinating 

the supply and maintenance of Council plant and fleet, building maintenance and security, and procurement 

of supplies and services to Council offices and depots. 

 

Results Area Activities Expected Outcome 

 

Coordination of Plant 

and Fleet  

 

Act as the key internal contact for 

any plant/fleet related queries or 

issues. 

 

Arrange and administer VTNZ 

quarterly checks on all ORC fleet 

vehicles and plant. 

 

Arrange pool vehicle servicing and 

maintenance requirements. 

 

Liaise with suppliers of 

maintenance services to ensure 

requirements are met as needed. 

 

• Queries are resolved in a timely 
fashion. 

 

• Ensure helpful and personable 
customer service is received by 
both internal and external 
customers.  

 

• Ensuring the timely completion and 
compliance of vehicle checks and 
maintenance. 
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Liaise with insurance brokers 

regarding any claims or questions. 

 

Administration of Council fleet/plant 

related insurance claims.  

 

Liaise with internal customers on 

vehicle servicing and maintenance 

needs.  

 

Within defined limits, negotiate on 

behalf of Council preferential rates 

with existing suppliers.  

 

• Feedback is provided to suppliers to 
ensure value for money.  

 

• Insurance claims are undertaken in 
a timely manner, with sufficient 
detail to support the claim.  

 

 

Supplies and Services 

 

 

Procurement of goods and/or 

services as requested by ORC staff. 

 

Undertake market research to 

support product recommendations 

to meet staff requests for 

procurement. 

 

Liaise with suppliers regarding the 

purchase and supply of goods and 

services. 

 

Within defined limits, negotiate on 

behalf of Council preferential rates 

with existing suppliers.  

 

Taking opportunities to improve 

existing supplier rates and 

relationships, ensuring effective use 

of Council funds.  

 

 

• Procurement is undertaken in an 
efficient and timely manner, within 
approved delegations and in line 
with Council procurement policy. 

 

• Value for money is evident in every 
transaction.  

 

• Council maintains a positive and 
professional image with existing 
and new suppliers.  

 

Building Maintenance 

and Enhancement 

 

 

Liaise with building maintenance 

contractors. 

 

Identify and investigate measures to 

improve existing infrastructure and 

propose solutions to management. 

 

Coordinating building maintenance 

services and supplies as needed. 

 

As needed, conduct site/depot 

reviews for outlying ORC offices and 

depots for the purposes of continuity 

and improvement. 

 

 

• Proposed solutions are fit for 
purpose and well considered. 

 

• Building maintenance is undertaken 
in a timely and efficient manner. 

 

• Health and Safety guidelines and 
SOPs are followed both internally 
and by external contractors. 

 

• Building maintenance is prioritized 
appropriately, with reference to the 
Manager Support Services.  

 

• Site/depot inspections are 
undertaken in accordance with the 
standard operating procedures, with 
issues escalated as needed.  
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Contractor 

Management 

 

 

As needed, act as a key contact for 

ORC service providers and 

contractors. 

 

Provide feedback to contractors as 

needed.  

 

Relationship building and 

maintenance with existing and new 

suppliers.  

 

Organising contract services 

including weekend/out of hours 

services. 

 

Communications to staff regarding 

contractors on site. 

 

Depending on the scope of works, 

assist with the review and 

development of a H&S site plan 

assessment.  

 

 

• Responsiveness to contractors and 
consultants. 

 

• Feedback is constructive, and 
solutions focussed.  

 

• Relationships are built in a positive 
and effective manner. 

 

• Communications to staff are timely 
and appropriate. 

 

• H&S site plans are reviewed, 
updated and contain an appropriate 
level of detail.   

 

Staff Induction 

 

 

Issuing of office/depot security 

access tags and keys. Change 

access privileges as needed.  

 

Undertake Support Services induction 

for new staff. 

 

Undertake Smartrak training for new 

vehicle users. 

 

 

• Access tags are issued in a timely 
manner, and an appropriate level of 
access granted.  

 

• Inductions are thoroughly 
undertaken, and any questions 
followed up. 

 

• Smartrak training is undertaken with 
regard to the Council vehicle and 
Smartrak policies.  

 

 

Other Duties 
 

Contribute to the flexibility, agility 
and adaptability of your team and 
the wider Organisation, by 
undertaking duties from time to time 
that may be in addition to those 
outlined above but which fall within 
your capabilities and experience.   

 

Act as a role model for the Otago 

Regional Council in all that you do. 

 

• You respond positively to requests 
for assistance in own and other 
areas, demonstrating adaptability 
and willingness.  

 

• You produce work that complies 
with ORC processes and reflects 
best practice. 

 

• Where you are unsure, questions 
are asked to ensure policy and best 
practice is maintained.  

 

• Maintain the reputation of the ORC 
in all that we do.  
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Professional and 

Career Development 

 

Identify, in conjunction with your 

manager, areas for both personal and 

professional development, in line with 

your career development plan.  

 

• Training and development goals are 
identified/agreed with your manager. 

 

• Performance objectives reviewed 
annually with your manager. 

 

• You actively seek feedback and 
accept constructive criticism. 

 

• A minimum of two performance 
related meetings [outside of the 
formal review process] annually.  

 

 

Health & Safety 

 

Always have the wellbeing of self and 

others as a priority. 

 

Champion, support, implement and 

adhere to H&S policies and 

procedures. 

 

Champion a culture that supports and 

maintains ‘Doing Safety Differently’, 

(the well-being of all ORC 

employees, and all those that we 

work with) environmental and 

sustainability practice and 

management. 

 

Promote a safe and environmentally 

sound working environment and a 

culture of safe and responsible 

behaviours and attitudes.  

 

Report all risks identified, and 

contribute to their elimination or 

minimisation. 

 

Actively contribute to H&S initiatives. 

 

 

• H&S policies and practices and other 
related policy and initiatives are 
complied with. 

 

• Works in a safe manner at all times 
to avoid harm to self and others. 

 

• All incidents, accidents and near 
misses are promptly reported. 

 

• All risks effectively managed and no 
outstanding compliance issues. 

 

• There are no preventable work-
related injuries and/or incidents. 

 

• Appropriate PPE gear is worn as 
required by ORC/legislative policy. 

 

 

Relationships 

▪ Support Services team 

▪ Manager Support Services 

▪ General Manager Corporate Services 

▪ Executive Leadership Team 

▪ Managers 

▪ All Employees 

▪ Contractors 

▪ Service providers 

▪ Council’s insurer, JLT 
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Person Specification 

The expertise and competencies required for a person to reach full competency in the role.   

 Essential Desirable 

Education and 
Qualifications (or equivalent 
level of learning) 

• NCEA level 3 or equivalent.  • A tertiary qualification in 
business management. 
 

Experience • 3+ years’ experience in fleet 
coordination and/or management. 

• 3+ years’ experience in facilities 
coordination and/or management.  

• Experienced in operations 
coordination. 

• Contractor management 
experience. 

• Experience with MS Office suite of 
products.  

• Experienced in 
buying/procurement.  

• Administrative experience.  

• Contract negotiation experience. 

• Project management 
experience.  

• Tender process experience.  

Knowledge and Skills  • Strong organisational skills and 
processes. 

• Ability to work in a complex work 
environment, deal with ambiguity 
and across functions. 

• Knowledge of effective fleet 
management processes. 

• Sound communication skills.  

• Advanced problem-solving skills.  

• Ability to think on your feet.  

• Knowledge of vehicle tracking 
systems and their use.  

• Knowledge of H&S legislation.  

Personal Qualities • Resilience. 

• Ability to prioritise effectively. 

• Can build effective relationships with all levels of the organisation. 

• Self-managed and can take the initiative. 

• A strong customer focus including the ability to develop solutions that 
provide ‘value for money’.  

 

From time to time it may be necessary to consider changes to the position description in response to the 
changing nature of our work environment and business needs. 

 
 
 


