

[image: ]Job Title: Press Fleet Manager
Salary: £38-42k per annum (depending on experience) 
	Location: Uxbridge
 



The Job:  Press Fleet Manager
				
This role is to proactively manage the press demonstration fleet for a major OEM, based in the customer’s office location in Uxbridge, West London.

Reporting to, and in direct support of the Account Team Supervisor, and indirectly in support of the Customer Service Centre Manager. This is a role that involves managing requests on behalf of the client and their journalist and VIP loan customers covering a range of areas within the Account Team.

Collaborate with all members of the OEM’s UK PR team.

To be an ambassador of BCA, always delivering a superb service.  Ensuring internal and external customer expectations are met through clear communication to the business via relevant method enabling BCA to achieve contracted KPI’s/SLA’s.

Responsibilities

Duties will include but not be limited to;

· Ensure flawless proactive and reactive management of UK Press Fleet for optimum media coverage and ROI
· Liaison with journalists and VIPs to book test vehicles and ensure accurate information is supplied for deliveries
· Proactive outreach to journalists when new models become available
· Ability to handle communications, via email or telephone, with high-profile individuals
· Ensure vehicle information packs and specification sheets are supplied with each demonstration vehicle
· Monitor vehicle fleet on a daily basis to ensure all products are ready for delivery
· Ensure vehicles are prepared by site to the highest standard
· Produce weekly and monthly reporting for the client
· Managing the fleet ensuring on-fleet and de-fleet is kept in line of KPI
· Monitor completion of PDI in line with customer requests
· Ensure all client requests are efficiently responded to within prompt timescale
· Manage Internal and external systems, maintaining accurate information
· Occasionally have a presence on site during events as a point of contact from a vehicle management perspective
· Potential weekend and evening requirements off site
· Any other duties as may be reasonable
· Build and maintain effective professional relationships
· Monitor and evaluate the impact of media coverage resulting from loans

Person Requirements

Qualifications & Knowledge
· Excellent organisational and planning skills with strong attention to detail
· Confident and assertive communicator
· Able to meet strict deadlines and targets
· Customer care and service focused with excellent telephone manner
· Strong administration and interpersonal skills
· Highly proficient in the use of IT packages e.g. Excel
· Team Player




Experience

Essential
· GCSE English & Maths
· Over 2 years’ experience in the automotive industry 
· Confident and assertive communicator
· Must be able to vary working hours to incorporate evening and weekend working when required and provide occasional out of hours cover
· Hold a full UK driving licence
· Able to travel to other business sites
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