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SELWOOD LTD 
POSITION DESCRIPTION: Hire Manager


LOCATION:			Branch Specific
POSITION PURPOSE:	The Hire Manager is responsible for leading and coordinating the branch Hire Desk operation to ensure the efficient delivery of customer hire requirements while maximising asset utilisation and revenue.
	The role provides leadership and direction to the Hire Desk team, ensuring high levels of customer service, accurate administration of hire contracts, and effective coordination of logistics, equipment availability and operational support. The Hire Manager works closely with branch operational teams, sales teams and other branches to ensure the profitable hire operation and applying expert knowledge to achieve branch targets.
RESPONSIBLE TO:	Branch Manager (or Operations Manager where applicable)
RESPONSIBLE FOR:	Hire Administrators, Hire Controllers, and Senior Hire Controllers 				(branch dependent) 
	REGULAR CONTACTS:
	External 
	Customers
Suppliers


	
	Internal
	Branch Manager
Operations Manager
Hire Desk Team
Other branch teams
Regional Operations Manager
Solutions Teams
Fleet Support Managers
Sales Managers and Sales Teams
Installation and Electrical Managers and Teams



MAIN RESPONSIBILITIES:
Hire Desk Operations
· Oversee the coordination of all hire desk activities including customer enquiries, quotations, contracts and hire extensions.
· Ensuring all hire contracts and other systems and paperwork are accurately recorded and available. 
· Ensure hire desk processes are followed consistently and efficiently across the team.
· Attend financial budget meetings to review the Area’s profitability versus target and agree action plans for the development of the Area.
· Overseeing the planning and scheduling of branch transport, ensuring collections of equipment off-hire are collected within 48 hours and deliveries are made to the customer when they are scheduled to. 
· Re-hires to be continually reviewed to ensure opportunities to replace equipment are identified in a timely manner. Once identified, report findings to the Branch Manager (or Operations Manager where applicable) and liaise with the workshop team when additional equipment is required.
· Ensure accurate stock recording, to ensure that the team is fully prepared and has all the equipment required to resource outstanding hire requirements.
· Control and check through accurate recording of all Branch assets on a minimum monthly basis.
· Participate in the management standby rota, delivering out-of-hours coordination, decision-making and escalation support to individuals and call-out teams to ensure effective response and business continuity. Attend business and customer sites where required to support large or complex incidents.

Customer Service 
· Ensure a high standard of customer service is delivered by the hire desk team.
· Negotiate hire rates in accordance with company procedures, price lists and discount policy when required.
· Liaise with other operational teams to ensure smooth running of customer requirements, avoiding duplication and lost time. Identify opportunities to maximise hire revenue and utilisation.
· Liaise with Client services on all damage letters to ensure correct charges are being raised and evidenced in a timely manner and in line with current processes
· Ensure all sales leads at the branch are promptly communicated to the Sales Team. 
· Provide feedback to team members and sales team, demonstrating a proactive approach in developing the business with ideas from customers.

Leadership 
· Lead, coach, and motivate a high-performing team to maximise productivity, engagement, performance, and quality. 
· Provide day-to-day direction and support to your team ensure work is completed safely, in line with operational priorities and ensuring workloads are managed effectively.
· Proactively manage team development, performance, absence and misconduct in line with company policies and processes, promptly addressing any areas of concern. Provide support to other managers and teams where required.
· Provide ongoing feedback, appreciation and development to team members to ensure they demonstrate the competence needed to perform their duties safely and effectively.
· Encourage a positive, safe, and productive workplace culture where team members feel valued and supported.
· Set clear objectives that align with business goals at both a local and business wide level.  
· Champion Company core values and drive a culture of accountability, open communication and cross-departmental collaboration.

SHEQ
· Lead and champion a strong health and safety culture, ensuring it is embedded in all branch activities.
· Ensure full compliance with all company SHEQ policies, procedures, and statutory regulations.
· Work closely with SHEQ and functional managers to proactively manage risks and improve safety performance.
· Ensure all incidents, near misses, hazards and accidents are reported, investigated, and resolved effectively in line with Company procedures.
· Promote continuous improvement in safety, environmental performance, and quality standards.
· Ensure all employees, visitors, contractors and customers accessing the branch follow site safety requirements, comply with PPE requirements and are supported in maintaining safe working practices.
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.
QUALIFICATIONS & EXPERIENCE
Essential 
· Previous experience of working in a supervisory role, within a rental business (or similar environment managing or supervising a busy hire desk within a fast-paced environment.
· Experience of working with different types of software packages and rental systems.
· Intermediate Microsoft Office skills (Word, Excel, Outlook, PowerPoint and Teams video calls).
· Self-motivated, with the ability to work independently and without direct supervision.
· Strong planning and organising skills, with the ability to re-prioritise customer hires and jobs at short notice.
· Able to multi-task, to respond to multiple queries from internal and external stakeholders, with the ability to resolve all issues and ensure a prompt resolution for internal teams and customers.
· Able to always communicate in a professional and positive manner, with the ability to engage with Hire and Branch teams when under pressure.
· Strong negotiation / influencing skills, and confident in using own knowledge of company products to encourage unplanned sales from customers.
· Ability and willingness to participate in call-out duties and remain flexible to support business continuity outside of hours when required from time-to-time due to the 24/7 nature of our business.
· Full UK driving licence with willingness to travel from time-to-time to meet business needs, which may include overnight stays. 
Preferred
· An in-depth knowledge of all types of pumps and solutions would be advantageous (but is not essential).
· Good working knowledge of rental management systems and Microsoft Office.
· Good understanding of Health & Safety regulations and working practices in a utilities, engineering or construction environments.


Hire Manager_0626_Selwood		Page 1 of 2
image1.png




