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Plant & Pump Hire & Sales






SELWOOD LTD

POSITION DESCRIPTION:
Hire Controller

BUSINESS UNIT:
     
LOCATION:
      
POSITION PURPOSE:
(
To build a good working relationship with all customers, by telephone contact on weekly basis, to ensure that we are their first call when they have a requirement for hired plant or pumps.

(
To make arrangements and appointments for salesmen or representatives to visit the customer and to provide better details of our equipment and to examine their requirements.

(
To understand the customer’s business and opportunities and to offer plant immediately available for hire, thereby maximising utilisation.

(
To maximise the hiring of the Company’s assets in a manner that is efficient and effective.

(
To liaise with all customers over the telephone on a regular basis and organise with Selwood staff for the delivery and collection of the equipment. 

(
To ensure that all paperwork and Company systems are adhered to.

RESPONSIBLE TO:
Branch Manager

OTHER REGULAR CONTACTS WITHIN THE ORGANISATION:

Business Managers


Hire & Sales Representatives


Workshop Foreman


Drivers


Other Sales Desk Controllers


Other administrative staff at the branch


Credit Control at Head Office


Outside Service Engineers


Other Branch Managers


IT Department


Other Head Office functions

QUALIFICATIONS:


· Essential:
Literacy and numeracy skills are essential

· Preferred:
IT skills/knowledge would be an advantage
Sales experience

RESPONSIBILITIES:
1. Logistics – organising transport in a cost effective manner.  Ensuring collections of equipment off-hired are collected within 48 hours.  Deliveries are made to the customer when they are scheduled too.

2. Ensuring that contract and other systems paperwork are correct and up to date.  In-lieu contracts to be clearly identified and replaced immediately required equipment is available.

3. Day book and Transport book is kept up to date and is entered correctly and those who are responsible carry out any follow-ups.

4. Negotiated hire rates in accordance with price lists and discount policy as advised from time to time.

5. Following Company procedures on pricing policy.

6. Ensuring we maximise the effectiveness of Service Engineers.

7. Through the Foreman if necessary, ensure that the workshop prepares equipment required to cover outstanding hire requirements.

8. Liaising with other branches to ensure smooth running of the operation, thus avoiding duplication.

9. To ensure that branch team members, drivers, fitters and Foreman raise correct charges for damages and losses.  To liaise with customers to obtain their agreement to these charges.

10. To ensure all sales leads at the branch are promptly communicated to the sales staff.

11. To take ownership of customer problems and complaints, or to effectively transfer them to other members of the team who, in turn, will take ownership.

12. In conjunction with the Branch Manager to review prodturn reports in order to contact those customers no longer dealing with us.  To be proactive at all times in developing business.

13. To attend meetings in order to review the branch’s profitability and to accept responsibility for improving areas that are falling below the minimum set standards.

14. To ensure all Company QHSE procedures are complied with.

The main responsibilities are outlined above.  This is not a definitive list and other tasks / activities may be necessary, as the Company’s commercial activities require.
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