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Job Description 
	Job Title
	Parts and Administration Clerk

	Grade
	Band D

	Reporting To
	
Workshop Manager or Workshop Technical Co-Ordinator

	JD Ref
	REG0093G


	 
Purpose
Provide administration support to ensure the effective operation of the Parks and Countryside agricultural workshop, including the ordering of spare parts, paying invoices and commissioning of external Engineering services as required.
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values.
Communication, Engagement and Training: 
· Liaise with Workshop Fitters to ensure the correct specifications for parts required to complete repairs in house. 
· Liaise with suppliers using both electronic parts catalogues and parts ordering, as well as direct contact with supplying companies to source parts 
· Source parts using suppliers committed to the best value and most efficient delivery times.
· Keep accurate stock control and maximise parts turns to enable the business to run efficiently with the least stock holding. 
· Book parts out from stock to the relevant job numbers with accuracy and including bulk fluids used. 
· Track incoming supplies and raise Purchase Orders to allow suppliers to be paid accurately and promptly. 
· Follow all procurement procedures accurately and liaise with the procurement team as required.
· Answer telephone queries and refer to Workshop Technical Co-ordinator or Workshop Manager for further information
Data Analysis and Decision-Making: 
· Maintenance of records relating to machines and plant including inventory and maintenance records and data input into section software systems. 
· Payment of invoices 
· Control of fuel stock monitoring and purchase of fuel. 
· Maintenance and ordering of PPE, uniform, stationery and equipment. 
· Identify chargeable work carried out on vehicles and ensure costs are recovered. 

Compliance: Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· GCSE in Maths & English or equivalent.
· Desirable - Possession of driving licence.
Knowledge & Skills
· Demonstrate good standard of numeracy, literacy and accuracy. 
· Ability to work in small busy team.
· Desirable - Ability to organise, prioritise and generally manage own workload in line with service demands.
Experience
· Good general and extensive parts department administration/office experience applicable to the range of duties required of the post. 
· Demonstrate comprehensive IT skills e.g. Use of a variety of business related software systems. 
· Excellent communication skills, including the ability to deal with individuals in person and on the telephone.
· Desirable - Experience of working in a transport/garage environment.
Additional Information 

Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Prolonged Repetitive Movements/Actions
· Moving or handling heavy loads
· Working with chemicals (industrial or cleaning) 
· Lone working
· Work with VDUs (Video Display Unit) 
Approved By: Sophy Owen-Simpson, Workshop Manager
	
Date Of Approval: 22/07/2026
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