As a Central Vehicle Administrator-ICT, you will work closely with the central used car team, ensuring all vehicle transfers are administered correctly and in a timely manner, as well as arranging delivery between stores. Due to the nature of the role, previous sales administration experience is preferred.
Who you are
· You will have previous administration experience with a proven ability to multi-task and enjoy following process
· You will have strong IT skills, including MS Excel (Keyloop Rev8 or Drive experience is preferable, but not essential)
· 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.
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 
