
 

 

Job Description 
Job Title Fleet Administrator Job Family Procurement 

Reporting to Head of Procurement Job Code  

Location Northern Office - 
Darlington 

Evaluation Date  

Job Purpose 
 

Priory currently has a fleet of over 500 vehicles across the UK and Ireland and we are 
looking for an experienced Administrator to join the team 

 

Responsibilities 
 

Priory currently has a fleet of over 500 vehicles across the UK and Ireland and we are 
looking for an experienced Administrator to join the team 

In the role, you will be the first point of contact for Fleet queries from our employees and 
3rd parties. Some of your role will involve; 

 Processing fixed penalty notices 
 Maintaining and updating internal asset management system and communicating 

with suppliers 
 Ordering fuel cards 
 Advising profit centres on recharges for damage to vehicles 
 Monitoring driver license check results 
 Raising purchase orders 
 Providing general administration support to the fleet team, incl. monitoring the 

shared mailbox(s) 
 Ensuring drivers book MOTs 
 Processing new company car orders  
 Progressing insurance claims 
 Assessing “high-cost repairs”, engaging with fleet manager to resolve and select 

the most cost viable option 

 

Knowledge / Education / Skills 
 

We are looking for you to join us with experience in Administration, within Fleet if 
possible. We would also love it if you can bring to us; 

 Brilliant administration skills 
 Fantastic attention to detail 
 Open attitude to change and innovation- happy to suggest process improvements 

and make changes where needed 
 Excellent communication and interpersonal skills both internally and externally. 
 Strong team player who is also capable of working on their own initiative 
 Determined individual who is willing to provide direction and take decisions 
 Analytically driven decision-maker 
 Ability to manage internal/external customers and their expectations 

 



 

 
Experience 
 

Here are Priory we know that some applicants won’t apply unless they think they tick all 
the boxes, but we are saying don’t worry! We would much rather see your application 
than risk missing out on your potential!  

We know our strength comes from our differences and shared life experiences so we are 
committed to offering a safe work environment, where individuals are respected.  

 

Communication 
 

Excellent interpersonal and communication skills (both written and oral) as well as being 
highly organised and able to prioritise. Self-motivated, with proven analytical and problem 
solving skills, and have an ability to prioritise and manage own workloads effectively. 
 

Working Environment 
 

 

 

Safeguarding 

All Priory Group colleagues have a responsibility to safeguard the individuals we care for, 
these may be adults and children or individuals connected to the people Priory supports. 
Colleagues must ensure they are aware of the local child and adult safeguarding policies 
and procedures in their service, in addition who to contact within the Local Authority 
Safeguarding Team for further advice.  
 
All colleagues are required to attend safeguarding training appropriate to their role and to 
undertake additional training in associated areas. 
 

Upholding Company Behaviours 

This provides some guidance on the types of conduct to support the Company Behaviours 
 

Behaviour Evidence 

Putting people first - we put the 
needs of our service users above all else 

 Strives to ensure every colleague is able to 
make a positive and lasting difference to 
our patients, clients and residents and 
their families 

 Actively seeks to develop the potential of 
every service user and staff member   

Being supportive - we support our 
colleagues, our service users and their 
families when they need us most 

 Celebrates success and supports 
colleagues through difficult times 

 Demonstrates loyalty to colleagues, 
manager and team 

Acting with integrity - we are honest, 
transparent and decent. We treat each 
other with respect 

 Is honest and respectful in all interactions 
with colleagues and customers 

 Demonstrates emotional control 

 Ensures accurate recording of any 
transactions and interactions on all 
company documentation 



 

 
 Challenges poor performance and 

behaviours 
Striving for excellence - for over 140 
years, we have been trusted by our 
service users with their care. We take 
this trust seriously and constantly strive 
to improve the services we provide 

 Always puts service quality first 
 Shares and encourages innovation  
 Keeps on top of new developments in the 

sector 

Being supportive - we support our 
colleagues, our service users and their 
families when they need us most 

 Promotes the company in a positive way at 
all times  

 Strives for positive outcomes, especially 
when times are challenging 

 


