
 
1. POSITION TITLE: FLEET OFFICER 
 
2. POSITION GRADE: 7 
 
3. KEY ACCOUNTABILITIES  
 

1. Purchase and dispose of Council’s Fleet Assets 
 

2. Co-ordination/Administration of operational costs associated with Fleet 
Management (RTA registration, CTP etc.) 

 
3. Offer operational advice to internal clients on Fleet Management/Asset issues 

 
4. Monitor and maintain procedures/systems/records that provide whole of life asset 

management 
 

5. Liaise with internal clients to ensure clients needs are met in terms of 
specifications and timeliness 

 
6. Monitor and report on Fleet expenditure in line with approved budgets 
 
7. Comply with Council’s Purchasing Policy and associated Government Legislation 

 
8. Liaise with suppliers to negotiate the best possible outcome for Council 

 
9. Maintain effective relationship with suppliers and internal clients 

 
10. Monitor and maintain Fleet Replacement Program 

 
11. Ensure EEO, OH&S and the principles for a culturally diverse society and Council 

policies are complied with at all times 
 

12. Contribute to improved customer service and organisational effectiveness, by 
acting ethically, honesty and with fairness. 

 
13. Generate Fleet Reports as required 
 
14. Arrange for the installation of accessories (hands free kits, two-way radios etc) 
 
15. Manage Council’s motor vehicle collision management system 
 
16. Collate information for FBT 
 
17. Ensure appropriate allocation of Plant and Fleet to internal clients 
 
18. Organise fuel cards and payment of fuel accounts 
 
19. Plant & Fleet system – Super User 

 
 

PARRAMATTA CITY COUNCIL 
 
POSITION DESCRIPTION 



 
 

5. ESSENTIAL CRITERIA 

QUALIFICATIONS 

 Minimum of Certificate III in Business Administration or equivalent experience 

 Current NSW Driver's Licence  

 

SKILLS AND EXPERIENCE 

 Previous experience supporting fleet management and administration of all 
aspects of fleet. 

 Demonstrated experience in preparing reports. 

 Knowledge and understanding of operational requirements associated with Fleet 
management. 

 Demonstrated experience maintaining records and systems for fleet including 
asset registers. 

 Excellent Customer Service Skills.  

 Computer literacy and relevant system knowledge. 

 
 

 
 



6. ORGANISATION CHART 
 
 

7. SIGNATURES 
 
POSITION HOLDER:  ______________________________________ 
 
UNIT MANAGER:   ______________________________________ 
 
GROUP MANAGER:  ______________________________________ 
 

DATE:     / / 


