
 

Job Description 

Role Store/Stock/Fleet Controller  

Reporting line  

Responsible for Stock, vehicle fleet, tools and equipment control 

 
AFM are a leading provider of facilities management and associated building services in the Channel Islands. Our 
purpose is to deliver high quality, sustainable solutions for our customers and local community.   
 
Purpose of Role 
The role holder is fully accountable for the smooth and efficient running of the AFM Jersey store, with 
responsibility for the management of stock, vehicle fleet, tools and equipment. This includes ensuring 
appropriate levels of stock are managed and maintained and costs are controlled; managing the vehicle fleet 
including servicing, breakdown and accident reporting, and liaising with suppliers and insurers; and 
implementation and management of a plant and asset control system and associated processes.  
 
The Role and Responsibilities (not limited to) are as follows: 

Stock and Asset Management  

 Receiving of all deliveries to our stores, goods receipting and notifying relevant division 

 Ensuring stock is secure and movements are recorded and logged on our stock management system 

 Managing stock control with support from Finance and other business areas, including critical van stock and 

uniforms 

 Supporting the business with the procurement of materials, paycards, uniforms and other consumables, and 

managing specifically in relation to planned maintenance  

 Ensuring all AFM assets are registered on our asset management system and that movements are recorded 

and logged against the correct individuals and to provide support to managers to ensure assets are checked 

 Maintaining effective use of space and ensuring the stores are kept both secure and clean/tidy 

 Assisting with daily postal collections sending and receiving postage/shipments of goods  

 Waste management, ensuring safe and efficient disposal of Company waste including obsolete stock  

Fleet Management  

 Ensuring the fleet is maintained, kept clean and tidy in line with relevant monthly / annual maintenance 

condition check policy 

 Managing the servicing rota for the Company fleet in line with the SLAs from our service providers 

 Vehicle accident reporting and liaising with suppliers and insurers 

 Disposal of vehicles as and when agreed by the Directors 

 Management of pay cards/parking permits and  Company pool vehicles  

Risk Management  

 Awareness of hazardous products to ensure safe handling and storage of goods, ensuring COSHH methods 

statements are followed  

 Conduct asset inspections of equipment at set frequencies; for example vehicles, ladders, first aid kits, lock 

off kits, and report back to H&S officer  

 Manage the PAT testing process within store and van based electrical equipment 

 Manage all inspections of equipment carried out by external specialist providers, for example; lifting 

equipment, sack trucks etc.  

 Oversee monthly vehicle inspections by engineers and receive reports of any issues with vehicles and tracking 

equipment, which should be escalated to senior management if required  

You may be required from time to time to undertake other tasks that fit your skill set but may not form part of 

your regular role 



Working with others 

 Work closely with the team and provide additional support for colleagues when required 

 Contribute to continuous business improvement  

 Interact with Guernsey counterparts to share best practise of stock control, procurement and asset 

management and ensure pan island delivery is harmonised 

 Support the Health and Safety Manager and Committee in the fulfilment of their duties 

 Support internal auditing of assets and reporting processes  

Key attributes of the role-holder; 

 Customer Service focused 

 Excellent communication skills (with customers, suppliers and colleagues), maintaining a professional and 

helpful manner at all times 

 Proactive approach to conducting works and problem solving 

 Understand the importance of updating data and paperwork and processing in a timely manner 

 Self-starter who can work with the minimum of supervision 

 Ability to prioritise workload and to follow processes and procedures 

 Organised and able to work under pressure at times 

 Ability to work both individually and as part of a team  

 Treat all matters relating to the Company, Customers and Colleagues with complete confidentiality 

 

The role holder will be required to: 

 Have a good understanding of store management and  related services/activities 

 Ability to lift and manipulate objects  

 Be mindful of quality standards throughout AFM and comply with current legislation and policy 

 Adhere to Health and Safety and Company Policies at all times 

 Attend training courses and tool box talks as required 

 Occasional inter-island travel for work activities, support and cross training 

 Adhere to the company dress code 

 Hold a current, category B driving licence 

 Must be computer literate and competent in the use of word, excel, Outlook 

 Have a professional approach 

Personal Development/Training relating to the role may include; 

 Professional/H&S Training; for example: PAT Testing, ladder inspections, asbestos awareness, fire 

marshal, tool box talks 

 In-House Training; for example: IT systems (Evolution/Summit), ISO9001, internal processes 


