As a Senior Central Vehicle Administrator-ICT, you will work closely with the central used car team, ensuring all vehicle transfers are administered accurately and within agreed timescales, while coordinating delivery between stores. Alongside carrying out day-to-day administration activities, you will provide support and guidance to colleagues, act as a key point of contact for escalations, and help ensure processes are followed consistently across the team. Previous sales administration experience is preferred.
Who you are
· You have previous administration experience with a proven ability to multi-task and work effectively within established processes
· You have strong IT skills, including MS Excel, and Keyloop Rev8 or Drive experience
· You can confidently communicate process requirements to colleagues and support adherence to established ways of working
· You can manage a high-volume workload, processing a continuous flow of tasks accurately and efficiently while maintaining attention to detail
· You enjoy supporting others, sharing knowledge, and resolving problems in a collaborative way
· You are confident handling escalated queries and prioritising competing demands
What you’ll do
· Maintain vehicle stock records in line with vehicle purchases and sales
· Work with the central used car team, local store management and divisional colleagues to arrange vehicle stock transfers around the Group
· Process vehicle stock movements between stores, ensuring all transfers have appropriate authorisation
· Coordinate logistics for vehicle movements and communicate these details with store management 
· Support colleagues with process queries and provide guidance on day-to-day activities
· Act as the first point of escalation for more complex administration issues, ensuring timely resolution
· Assist with training and onboarding new team members, promoting consistent ways of working
· Identify opportunities to improve processes, controls and team efficiency
