WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION


	POST TITLE:
	Office Administrator (Planned Maintenance)


	GRADE:

LOCATION:
	3
Property Services – Fire Service Headquarters



	RESPONSIBLE TO:
	Facilities Manager


	RESPONSIBLE FOR:
	Planned Maintenance Administration


	PURPOSE OF POST: 
	To support the Planned Preventative Maintenance process
To provide assistance to the Repairs Process as necessary 
and to provide Property Services with administration duties.




MAIN DUTIES AND RESPONSIBILITIES

1. To liaise with internal customers and contractors as necessary; promoting and demonstrating the values of the Authority & Property Services in a positive manner. 
2. To provide admin support to the Planned Maintenance process; monitoring progress of contractors against schedule and ensuring they plan site visits efficiently to avoid unnecessary cost.

3. To ensure contractors update SOTER in a timely manner and for collating any additional information from contractors with which to maintain accurate records, monitor performance and ensure compliance.
4. To effectively monitor and report on assigned low risk contracts to ensure compliance with contract terms & conditions and specifications; escalating issues or complaints to managers as necessary in a timely manner.
5. To assist in providing an efficient helpdesk process from initial contact through to satisfactory closure; including the recording of fault reports and general enquiries, providing 1st line support and guidance as appropriate.
6. To assist in monitoring progress of outstanding helpdesk calls, chasing for updates as necessary and eventually closing down calls upon satisfactory conclusion; escalating unresolved calls or complaints as appropriate.
7. To raise purchase orders to contractors and service providers within the delegated authority level of the post-holder e.g., authorising replacement parts or additional services necessary to complete scheduled work; “receipting PO’s” in a timely manner to ensure prompt invoice payment.
8. To place urgent works orders by telephone/email to meet operational or Health & Safety requirements and subsequently prepare and issue confirmation purchase orders.
9. To liaise, advise and keep informed Customers, Contractors and Consultants as necessary in order to provide a quality service.
10. To organise access to buildings and departments for works to be carried out and to chase up any outstanding works orders with contractors.
11. To ensure any data produced or processed is accurate and current 

12. To provide admin support to Property Services including incoming mail, database maintenance, filing and record keeping.
13. To assist in the daily management of the various Access and Security Systems and to produce reports upon request, ensuring compliance with Authority Policies, Police Requirements, the Data Protection Act and Freedom of Information Legislation.
14. To comply with and promote the Authority’s:

a) Health & Safety and Environmental policies

b) Equality and Diversity policies

c) Information Security Management System policies

d) Safeguarding policies

e) Business continuity policy and contingency arrangements
15. To assist other Property Services staff and provide cover for the Office Administrator (Repairs) during periods of absence as and when required.
16. To carry out any other reasonable duties required by the Facilities Manager.

PERSON SPECIFICATION

	 
	Experience
	Essential/ Desirable
	Source

	1
	Experience and confidence in providing customer services and call handling.


	Essential
	Application & Selection Process

	2
	Administration duties and responsibilities in a busy office environment.


	Essential
	Application & Selection Process

	3
	Good computer literacy and experience in word processing, spread sheets, other office applications (Microsoft outlook, excel, word, project)
	Essential
	Application & Selection Process

	4
	Ability to create and maintain accurate database information.


	Essential
	Application & Selection Process


	 
	Education and Training
	Essential/ Desirable
	Source

	5
	Educated to A Level standard or equivalent level 3 qualification or possess equivalent experience
	Essential
	Application & Selection Process

	6
	Good level of literacy, numeracy and the English language.


	Essential.
	Application & Selection Process


	 
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	7
	A general understanding of buildings, services, trade repairs, maintenance and facilities management.
	Desirable
	Application & Selection Process

	8
	Good interpersonal and communication skills, both verbal and written.
	Essential
	Application & Selection Process

	9
	Ability and initiative to prioritise own workload with minimum supervision, to achieve desired service objectives.
	Essential
	Application & Selection Process

	10
	IOSH Working Safely qualification or equivalent experience


	Essential
	Application & Selection Process

	11
	Ability to multi-task and work flexibly


	Essential
	Application & Selection Process

	12
	Attention to detail and assurance of data accuracy


	Essential
	Application & Selection Process


	13
	Ability to deal with sensitive and confidential material.


	Essential
	Application & Selection Process

	14
	Understanding of the concepts of customer care, value for money and continuous improvement

.
	Essential
	Application & Selection Process


Annual Appraisal Objectives:

To systematically check all data entries in SOTER to ensure consistency of formats, accuracy of spelling and the completeness of information; infilling / correcting where necessary or raising matters with the Compliance Officer as necessary. 

Target: 100% checked and verified by end of Sept 2021

Requests for reports from any of the Access or Security systems to be provided to the requestor within 1 working day of receipt.

Purchase Orders raised are to be progressed, amended as necessary and “receipted” in a timely manner (prior to invoice) to achieve a high level of PO to Invoice auto-matching and thus resulting in prompt payment.
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