
 

  

Role Profile       
 
 
 
 
 
 

Job Title: Motor Vehicle Technician Role Profile Number: 11306911 
 

Grade: N 
 

Date Prepared: May 2023 
 

Directorate/Group: Operations Reporting to: Workshop Controller 

Structure Chart attached:  No 
 

 
Job Purpose 
 
To carry out planned maintenance, inspection and preparation for MOT, and reactive repairs, to the 
Council’s vehicle fleet to a highest service standards. 
 
To carry out planned maintenance, inspection, preparation, service and repair to the Councils Horticultural 
fleet and also to all Tool, Plant and Equipment assets as required. 
 
To carry out any relevant tasks as directed by the Workshop Controller/Workshop Chargehand. 
 
To undertake breakdown callout duties out of hours as required. 
 
To contribute to the Health and Safety of the Workshops, and surrounding area, through the maintenance 
of a clean, tidy and compliant working area. 

 
Key Accountabilities 
 

 To carry out planned maintenance on the Council’s vehicles as per the relevant servicing schedule, as 
well as all unplanned maintenance and servicing. 

 To carry out tyre changes using in house equipment in accordance with training received, if 
applicable. 

 To prepare HGV, horticultural and light vehicles for MOT tests and inspections. 

 Awareness and appreciation of Swindon Borough Councils responsibility in complying with the 
Operators Licence. 

 Report defects and deficiencies of vehicle and associated equipment and to advise of work required 
to be undertaken to rectify and ensure the vehicle is roadworthy. 

 To carry out work at any of the Council’s current or future premises in accordance with the Health & 
Safety at Work Act 1974. 

 



 

 Complete all records and relevant paperwork correctly and promptly. 

 Ensure all jobs are recorded, opened and closed down accurately and in a timely manner, with 
accurate records of time taken and stock used, using relevant vehicle workshop technologies. 

 Produce written vehicle inspection reports as required. 

 Attend vehicle breakdowns, both in work hours and outside of core hours as appropriate. 

 Undertake to carry out overtime, subject to available budgets, as required to meet the requirements 
of statutory services. 

 Observe and comply with Swindon Borough Council Health and Safety Policy, ensuring the health and 
safety of yourself and others affected by your activities. 

 To advise the Workshop Controller of any changes or amendments to the service provided in order to 
promote an atmosphere of continual improvement. 

 To undertake training which is relevant to the post and work demand. 

 To complete all work allocated and also prioritise our own work and complete by target times and 
date. 

 To complete all work to the highest service standards.   

 To maintain the highest level in customer care and in line with service standards. 

 To have fully complied with Swindon Borough Council policies and procedures. 

 To maintain the required qualification for delivering the service. 

 To embrace the modernisation program, including mobile working, e procurement, etc. 

 Carry out any relevant work as directed by the Workshop Controller/Workshop Chargehand. 
 
Supplementary Accountabilities 
 
In accordance with the provisions of the Health & Safety at work etc. Act 1974 and the Management of 
Health & Safety at Work Regulations 1999 you must take reasonable care so as not to endanger yourself or 
other people whilst at work. You must also co-operate with the Council to enable it to comply with its 
statutory duties for Health and Safety. 
 
You and your employees must work in accordance with training or instructions given and make proper use of 
any protective equipment provided. 
 
You must ensure you undertake responsibilities relating to your positions as detailed within your 
Directorate Health and Safety Policy. 
 
You must ensure that all employees and visitors to your area of work also comply with the above at all times. 
 
 
 
 
 
 
 
 



 

Job Scope: 
 

Job Scope: Number & Type of jobs directly 
managed: 
 
Timely and efficient completion of jobs 
Completion of all workshop tasks in accordance 
with key accountabilities 
 
Example of tasks supervised/allocate to others 
(not exhaustive) 
 
Maintenance of a clean and tidy workshop and 
surrounding area 

Job Scope: 
 
Example of tasks responsible for (not exhaustive) 
 

 Completion of scheduled/unscheduled 
maintenance 

 Maintenance of horticultural, tool, plant and 
equipment assets as appropriate 

 Accurate recording of jobs, time taken and stock 
used 

 Cover out of hours callout duties as required 

Budgets Holder Responsibility? 
 
Asset Responsibility? 
 
 
 

NO 
 
YES 
 
Vehicle fleet assets (circa 350 vehicles) 
 
Individual asset value up to £250,000 
 
Management of Workshop equipment 
 
Personal tools 

 
 
Knowledge & Experience 
 

 City & Guilds Motor Vehicle Technician Part 2, or ONC Mechanical Engineering, or BTEC/SCOTVEC in 
Motor Vehicle Engineering or a minimum of 10 years experience in the motor vehicle trade 

 Wide and varied experience of goods vehicles 

 Adaptability for all new types of vehicles and assisting drivers/operators with problems 

 LGV and/or HGV driving licence 

 A wide transport background experience in many various facets of the industry 

 Operator/driver training as required 

 Long and arduous physical demands which include the removal and fitment of heavy road wheels, 
brake drums, gearboxes, clutches and road springs etc, within acceptable timeframes for task. 

 Demonstrate knowledge of participating in good workshop practices 

 A comprehensive understanding of the requirements of the Council’s vehicle operators license 
 
 
 



 

Creativity and Innovation 
 
To advise the Workshop Controller of any changes or amendments to the service provided in order to 
promote an atmosphere of continual improvement. 
 
Contacts and Relationships 
 
Good communication skills with all levels of Council staff and colleagues. 
Work in conjunction with Fleet & Workshop Operations Manager, Fleet Controller and Workshop Controller 
in order to provide an excellent end to end service. 
 
Other Key Features of the role  
 
Working Environment: 
 

 Outside and internal works 

 Cleaning of vehicles for repairs and maintenance work 

 Risk of Hepatitis A & B, Leptospirosis (Weils disease) and needle stick injuries 

 Risk of contact with animal excrement, dead and decaying animals 

 Risk of attack from animals in public open spaces 

 Risk of confrontation with members of the public 

 Working in unpleasant conditions i.e. laying in cold, wet and dark roadsides/open fields underneath 
vehicles 

 Hazardous conditions will exist at times 

 Working next to an active Household Waste Recycling Centre 
 

Employee Signature: 
 

Print Name: 

Date: 
 

 

Line Managers Signature: Print Name: 
 

 
Date: 

 

 
 


