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Job Description
	Job Title:     M&R Coordinator EU
	Function:     Maintenance & Repair (M&R)


	
	Region:     Europe 


	Responsible to:     M&R Manager Europe

	Responsible for (direct reports):     N/A

	Job Purpose:
To maintain the tank fleet and ensuring all the fleet is efficiently and economically maintained and repaired, meeting quality standards for the requirements of safe operation.  


	Areas of Responsibility and Key Tasks:
	Key Performance Indicators

	Build relationships between depots and suppliers

Updating repair statuses in Monitor, adding relevant tank notes where applicable: EG Pitting Refurb, High-cost repair, staining modified

Keeping records of approved repair costs including additional jobs costs, surveys, and testing

Test data to be kept up to date in Monitor from both manual updates and MultiStar system as backup

Approving estimates from depot, PDA, PDB and PDC (check last test date).

Raise damage follow up report

Check and approve periodic test per last test date

Liaise with depots

Amend tank status to AV in Monitor based on depot stock reports  

Cooperate to find new tank cert and upload it into Monitor

Maintain EU approval report

Cross check depot stock reports with Monitor

Extract weekly and monthly reports, act as analysis support for M&R Manager:
· Global Testing summary

· Global Days in depot

· Global Depot performance
· Tanks idle in depot

Assist with PL invoices

Increase technical knowledge.

Supporting the Company’s core values and behaviours.
	Professional and approachable relationship with regular contacts
Continuous and in depth updating of systems for smooth use of system
Updated and detailed records saved accordingly
As above
As necessary 
Fully completed damage reports in advance of repairs being completed
Approved and completed testing
Professional and approachable relationship with regular contacts

Systems updated with real time tank availability

Monitor updated and certificates allocated to relevant tank 

Approval report updated
Stock reports and Monitor reflecting the same information avoiding discrepancies
Reports routinely ran and saved appropriately. Analysis support provided as needed by M&R Manager
Invoiced provided in a timely manner. Assisting with invoice queries as necessary 
Continuous develop of own and team knowledge

Displaying behaviour in-line with the Company’s core values and behaviours and reporting or addressing any behaviour which is not compliant.

	This job description is not intended to be an exhaustive list of duties. As such it is liable to change in accordance with the needs of the business and may be amended from time-to-time following discussion with the post holder.




