JOB SPECIFICATION

JOB DESCRIPTION
	JOB TITLE:  
	Office Co-Ordinator 

	UNIT:
	Asset Management & Engineering Services

	GRADE:
	9 

	RESPONSIBLE TO:

	Head of Asset Management & Engineering Services

	RESPONSIBLE FOR:
	None


MAIN PURPOSE OF JOB:

· To provide comprehensive administrative and business support to the Head of Asset Management & Engineering Services and the Asset Management team.
· To support the efficient delivery of property and asset management services across the Council’s operational and commercial property portfolio.
· To maintain accurate records, process documentation, coordinate meetings and communications, and assist with ordering, invoicing, budget monitoring and reporting.
· To review, update and improve administrative procedures and systems to support the smooth running of the team and contribute to the Council’s strategic objectives.
MAIN DUTIES:   
· Provide confidential administrative and personal assistance to the Head of Asset Management & Engineering Services, including diary management, arranging meetings and taking minutes when required.
· Provide high-quality administrative support to the Asset Management team, including managing correspondence, shared inboxes, reports, invoices, purchase orders and other documentation in line with Council procedures.
· Receive and respond to routine enquiries, directing more complex or technical matters to the appropriate officer.
· Process payments to consultants, contractors and suppliers, ensuring the appropriate authorisation has been obtained.
· Set up new contractors, consultants and suppliers on the Council’s eFinancials system, obtaining and recording all required information.
· Manage and financially monitor the out-of-hours emergency service, including processing contractor payments.
· Maintain accurate electronic and paper records relating to the Council’s property portfolio, including property databases, asset registers and document management systems.
· Collect, record and analyse relevant data, and prepare written, graphical, statistical and performance reports as required.
· Produce building cost reports for recharging leaseholders and other chargeable clients, including supporting the preparation of annual service charges for Council properties.
· Assist in the preparation of the team’s annual budgets and undertake monthly monitoring of maintenance and capital budgets, highlighting any under- or overspend to the Head of Asset Management & Engineering Services and other senior staff.
· Monitor committee report timetables, support officers with report preparation, coordinate responses and ensure documents are submitted to Democratic Services by the required deadlines.
· Ensure reports and actions are circulated in a timely manner and support the preparation of action plans following committee meetings.
· Coordinate meetings, prepare agendas, take minutes and distribute actions where required.
· Liaise with internal departments, tenants, contractors, consultants, Councillors and external organisations in a professional and timely manner.
· Arrange appointments, inspections and site visits for Asset Management officers.
· Assist with procurement and contract administration processes in line with Council policies.
· Monitor the team’s IT requirements, liaise with IDS as appropriate, and support the resolution of IT issues.
· Train team members on existing and new computerised systems where required.
· Assist in the development and implementation of administrative systems, standardised templates and digital processes to improve service efficiency.
· Maintain confidentiality and ensure compliance with data protection legislation.
· Undertake any other administrative duties appropriate to the grade of the post.
NOTES

This list of duties is not exclusive or exhaustive, and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment
A - Application
I - Interview
T - Test
D - Documentary evidence

	Qualifications & Training
	GCSEs or equivalent, including English and Mathematics at Grade C/4 or above, or equivalent experience.
	E
	A / D

	Experience
	Previous experience in an administrative, office support or business support role.

Experience maintaining accurate records, processing documentation and supporting meetings or correspondence.
	E
E
	A / I
A / I

	Knowledge
	Working knowledge of Microsoft Office applications, including Word, Excel, PowerPoint, Outlook and Teams.

Awareness of confidentiality and data protection requirements when handling records and correspondence.
	E
E
	A / I / T
A / I

	Competences
	Outcome Driven
· Able to organise workload, prioritise tasks and meet deadlines.
· Demonstrates accountability for accurate and timely work outputs.
Organisational Focus
· Works effectively within a team and across services, building constructive working relationships.
Change & Adaptability
· Demonstrates a positive, flexible approach to change and a willingness to learn new systems and processes.
	E
E
E
	A / I
A / I
A / I

	Skills & Abilities
	Communication
· Strong written and verbal communication skills, with the ability to present information clearly and professionally.
Quality of Work
· Produces accurate, well-structured work with strong attention to detail.
Working Style
· Able to work independently with appropriate supervision and use initiative to resolve routine issues.
IT/Technical Skills
· Able to use, or quickly learn, relevant property management systems, finance systems and GIS.
	E
E
E
D
	A / I
A / I / T
A / I
A / I / T

	Other Requirements
	Willing and able to travel to Council sites as required.

Driving licence and access to a vehicle for work purposes, where required.

Presents a professional appearance and communicates appropriately with internal and external contacts.
	E
D
E
	A / I
A / D
A / I


COMPLEXITY AND CREATIVITY

The role is primarily office-based with opportunities for hybrid working where operationally appropriate. Occasional travel to Council sites may be required.

JUDGEMENT AND DECISIONS

The postholder will be expected to make informed recommendations on administrative, procedural and system-related matters, working with increasing autonomy as experience develops.
CONTACTS (INTERNAL 50% EXTERNAL 50%)

INTERNAL:

All Hertsmere staff and Councillors
EXTERNAL:
Tenants, Contractors, Consultants and Members of the public.
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