
 
 
 

JOB TITLE: Workshop Manager 

SALARY GRADE: Grade 11 

JE REFERENCE: A740 

DIRECTORATE: Operational Preparedness 

TEAM: Workshops 

LOCATION OF WORK: Vesty Business Park 

HOURS OF WORK: 35 

DIRECTLY RESPONSIBLE TO: Transport Manager 

RESPONSIBLE FOR: Supervising a large number of Authority employees 
 

LEADERSHIP BEHAVIOUR LEVEL: Leading Others 
 

MAIN JOB PURPOSE 

To run the Transport Workshop and control service schedules, maintenance records, monitor and report 
to Transport Manager of any slippage, KPIs, health and safety. Authorise the ordering of vehicle parts.   
 
The post holder will be committed to, encourage and promote the values of MFRS, the National Core Code 
of Ethics for Fire & Rescue Services, and act in accordance with our Ground Rules. 
   

 

KEY AREAS OF RESPONSIBILITY 

To carry out duties including: 
 

1. To manage the transport workshop facility.  
 

2. To authorise repairs, servicing and modification tasks as detailed by the Transport Manager. 
 

3. Advise management and operational equipment in relation to safe stowage on vehicles. 
 

4. To act as Site Manager for the MOT Testing facility ensuring the MOT site remains compliant. 
 

5. To carry out MOT site inspections in line with DVSA guidelines 
 

6. The setting of service schedules and reporting any slippage to the Transport Manager. 
 

7. To ensure that all vehicles are repaired within road transport legislation and the CFOA maintenance 
manual.  
 

8. To compile and review KPIs on a monthly and annual basis and advise the Transport manager on 
any issues or trends. 

 
9. To be responsible for all documentation connected with performance management and vehicle 

records. 
 

10. To be responsible for the identification of any training needs, planning and organising training 
courses for workshop staff 
 

11. To carry out monthly Health and Safety inspections, quarterly joint inspections and annual audits 
of the workshop facility and record and action any issues through OSHENS. 
 



12. To produce or review risk assessments and Safe systems of work for workshop tasks and relay to 
staff 

 
13. To carry out investigations on accidents and near misses on vehicles and in the workshop. 

 
14. To write reports when required on Vehicle faults and H&S issues. 

 
15. To manage the contracts for the service and maintenance of all workshop equipment including 

LOLLER and PEWER testing and insurance certification 
 

16. Liaise with manufactures and suppliers reference lead times of parts. 
 

17. Supervise Workshop Co-Ordinator, admin and stores staff. 
 

18. To assist the Transport Manager with new vehicle inspections. 
 

19. To carry out regular focus group meetings and tool box talks. 
 

20. To carry out staff appraisals. 
 

21. To assist the Transport Manager in the production and upkeep of the Transport Business Continuity 
plan 

 
22. To provide a shared Workshop on call facility on a 4 weekly rota basis of 24 hours, 7 days per 

week, 365 days per year cover. 
 

23. To deputise for the Transport Manager in their absence.  
 

Any other duties or responsibilities as may be prescribed by the by the Transport Manager or Area 
Manager. 

 
 
 
 
 
 

VALUES, BEHAVIOURS AND CODE OF ETHICS 

As detailed in the Authority’s CRMP, the Leadership Message clearly states our Values. 
 

 
 

The National Core Code of Ethics for Fire & Rescue Services sets out five Key Principles, which provide 
a basis for promoting good behaviour and challenging inappropriate behaviour. The code is complemented 
by MFRA’s Ground Rules, which outlines how we welcome difference and individuality, create a sense of 
belonging in the most inclusive way and provide some key, simple rules surrounding how we act. 
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Job Title: Workshop Manager Team: Transport 
Salary: Grade 11 Directorate: Operational Preparedness 

 

JE Reference: A740 

 

 QUALIFICATIONS & TRAINING ESSENTIAL/DESIRABLE ASSESSED BY 

 Fully Qualified vehicle fitter, City and Guilds or NVQ level 3 E P D 

 Associate member of a Professional transport body D P D 

 NEBOSH Certificate D P D 

 Recognized Management Certificate D P D 

 IT Qualification D P D 

 KNOWLEDGE & EXPERIENCE ESSENTIAL/DESIRABLE ASSESSED BY 

 Knowledge of Health and Safety Practices E A & I 

 Basic knowledge of Procurement and Tendering Process D A & I 

 Knowledge of Transport Legislation D A & I 

 Knowledge of Budget Process D A & I 

 Substantial experience of working in a motor transport workshop E A & I 

 Experience in Workshop Management minimum 3 Years E A & I 

 Experience of Managing Staff E A & I 

 Experience of Transport Operations D A & I 

 Experience of E Procurement/finance systems D A & I 

 Experience of Managing/working in a MOT station D A & I 

 SKILLS & ABILITIES ESSENTIAL/DESIRABLE ASSESSED BY 

 Good communication and interpersonal skills E A & I 

 Strong interpersonal skills with the ability to communicate effectively at 
all levels 

E A & I 

 Ability to work on own initiative E A & I 

 Ability to adapt changing priorities, demands and time lines E A & I 

 Good level of IT Skills E A & I 

 WORK RELATED CIRCUMSTANCES ESSENTIAL/DESIRABLE ASSESSED BY 

 A commitment to model our values and behaviours; promoting a culture 
which embraces collaboration, inclusivity, high performance and wellbeing, 
striving to make a real difference to the communities we serve. 

E A & I 

 Meet the medical and fitness standard required for the role E MFRS 

 Disclosure Barring Service check, verification of unspent criminal records will 
be undertaken in the in the form of a standard disclosure barring service 
check 

E MFRS 

 Current UK Driving License E P D 

 LGV License D P D 

 
 

A Application I Interview PD Produce Documentation MFRS If successful & conditionally offered 
the role, MFRS will complete  

 
 
 
 


