Task List - Allocation
Daily Tasks
· Daily Allocation
· Answering calls & emails/ Booking jobs/ helping with enquires
· Assisting with operators, breakdowns, blown hoses, flat tyres, etc.
· Organising SWMS, Risk assessments, and other needed Documents for jobs
· Check if any jobs require any paperwork, inductions to be completed before job commences

Weekly Tasks
· Entering Inventory into Maintain 365(Filters, etc.)
· Working with Maintain 365 and Mechanic with organising services & worksheets
· Shopping for the office

Monthly Tasks
· Odometer readings/ Organising services
· Entering service details into Maintain 365 after worksheet is completed
· Counting Stock for workshop
· Stocktake on work shirts & Order shirts
· Order Batteries/ Paint etc.
· Entering all invoices/ Corrective Maintenance jobs into Maintain 365 for each unit

Annual Tasks
· Update all operators SWMS for start of year
