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Job Profile      
Post:
                     Contracts Administrator- Facilities Management


Job number:
0001HTE

Reports to:
            Administrative Manager – Estate Management

Hours:                        Part-time: 0.6 Fte 22.2 hours per week
Campus base:   Based at Bishop Otter Campus, Chichester, but required to work at any centre where University business is conducted that is within reasonable distance of the campus base.

_________________________________________________________________________________

Function of the Post:


The Administrative Team within Estate Management supports the department facilitating processes and ensuring systems are effectively managed and management information is accessible. The post holder will assist with the procurement of FM services from a range of contractors providing a contract administration role in some cases including liaison, networking and communication with a range of external companies and service providers including the preparation of specifications, tendering and contractor selection. The post holder is part of a team that provides a range of support functions including procurement, control of contractors permits to work, job allocation and monitoring SLAs for in house works and contractors and will support the organisation with the production of regular management reports. 
Additionally, and as required this role will support more general administration activities and deputise to deliver the services in the absence of the Administrative Manager. 
Principal Accountabilities: 
Contract Co-ordination 
· Coordination and liaison with managers, staff, contractors and external companies.
· Proactively assisting with the coordination and development of the stakeholder and client relationship for a wide range of service contracts to ensure that they are maintained and renewed within specified timeframes, for example, lifts, automatic doors, waste and recycling, fire and intruder alarms. This will include administering the procurement process and Service Level Agreements (SLA) including contract specification, tendering and contractor selection. Accurate record keeping is essential.
· Liaising closely with maintenance and service contractors regarding job allocation, breakdown, service and (including health and safety issues) and taking corrective action as appropriate. The postholder will coordinate the management of permits to work. This includes providing clear, concise and up to date information on relevant procedures and processes to the relevant parties both in writing and face to face.
· Liaising closely with the designated environmental, waste and collection contractors, ensuring the safe disposal of waste and materials. Monitoring performance against agreed Service Level Agreements and taking corrective action as appropriate. This will form part of the University’s strategic Environmental Management Scheme. 
Administrative support 
· Deputise in the absence of the Administrative Manager dealing with a range of queries and general questions.  
· Liaising closely with University staff and service contractors, answering a range of queries and managing outcomes appropriately.

· Support the tendering and procurement activities. Facilitating actions and internal job orders identified through the University’s Support and Information Zone. Using specialist CAFM software requiring action as requested through the internal job software system. Analysing performance and providing trend information reports.
· Issuing permits to work. Assisting with the development and delivery of processes and procedures to improve the quality and cohesion of all FM services within the University. 
· Ensuring processes and procedures are up to date and effective.

· Lead on the collation of aspects of the data for the Estate Management Record in conjunction with the Energy Officer. This will require a highly organised and accurate approach with attention to detail. Assisting with the provision of Estate Management statistical data as required.
· Provide administrative support for a range of meetings complying with established University protocols on the administrative management of such meetings. Organise and take minutes of the Estate Management Operational Team Meeting and any other departmental meetings as required.
· Organise, upload and maintain files and computerised records, databases and filing systems including procedures.
· Responsibility for updating and distributing the Estate Management Emergency Manual. 

· As directed by the Administrative Manager provide general administrative support to the Estate team including financial information such as reports, raising purchase orders on specialist software such as Agresso and checking invoices. 
· Support other areas of the Department as required. This includes to Assist and provide cover for the University post rooms on a regular basis.
Other duties:
You are required to undertake such other duties appropriate to the grade and content of the work as may reasonably be required of you. The list of duties in this job profile should not be regarded as exclusive or exhaustive and require a flexible approach to work.  Please note that, in consultation with you, the University reserves the right to update your job profile to reflect changes in, or to, your post.
Equality, Diversity & Inclusivity
· Take responsibility for upholding and complying with the University’s Equality, Diversity and Inclusivity policies and for behaving in ways that are consistent with fair and equal treatment for all.
· Take responsibility for own learning and engagement with equality issues and actions and consider the impact of their actions to ensure that they do not have a detrimental effect on achieving equality of opportunity.

The University believes that everyone has the right to be treated equally and that the diversity of individuals and groups should be embraced, valued and respected.  The University is committed to eliminating any form of discrimination be it direct, indirect, harassment or victimisation, and to support this the University has a number of policies that staff should ensure they are familiar and compliant with.  All policies are available on the University’s Intranet.  Any breaches may lead to termination of employment.
Health and Safety 

Take responsibility for ensuring that workplace responsibilities within the subject area are carried out with full regard to, and in support of, the University’s Health and Safety policies. This might include acting as Health and Safety Co-ordinator, Fire Warden, Risk Assessor, First Aider or other Health and Safety Representative, as agreed with the Head of Department.

Sustainability and Environment: 

The University is fully committed to sustainable development and environmental initiatives.  It accepts its environmental responsibilities and recognises the contributions it can make to the resolution of global, regional and local environmental issues.  The University will continuously seek to improve its environmental performance and will comply, as a minimum, with all relevant environmental legislation, regulations and codes of practice.  All staff are required to support the aims of the University's Environmental & Sustainable Development Strategy.  

Data Protection:

You will be responsible for ensuring that workplace responsibilities, within the Section, are carried out in compliance with the requirements of the Data Protection legislation and the Employment Practices Data Protection Code 2002, especially concerning confidentiality, treatment of personal information and records management.

Right to Work:

The current British and European Law states that the University cannot employ a person who does not have permission to live and work in the UK.  Immigration guidance information is available at https://www.gov.uk/guidance/new-immigration-system-what-you-need-to-know. All new employees will need evidence of their right to work including evidence of settled status, pre-settled status or a valid visa.

Disclosure Service Certification from the Disclosure and Barring Service: 

University staff may be required to hold Disclosure Service certification from the Disclosure and Barring Service (DBS). The University is a registered body with the Disclosure Service, reference number 20537300005. Further information about the Disclosure and Barring Service is available from the DBS website at https://www.gov.uk/government/organisations/disclosure-and-barring-service
Principal Attributes and Person Specification:

Essential requirements are those, without which, the candidate would not be able to do the job. It is expected that the post holder will have the knowledge and qualifications indicated, or equivalent qualifications and experience.

Desirable requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.

	
	Essential
	Desirable
	Evidenced through

	Knowledge and Qualifications 


	Excellent verbal and written communication skills with the ability to write accurate documentation.

Educated to at least A level standard with GCSE Grade C or above in English and Maths, or equivalent relevant experience.

Proficient in using Microsoft packages including Excel, Word, PowerPoint, SharePoint. 

Excellent up to date knowledge of devising and running reports using Excel. 

Good recent working knowledge of coordinating processes and administrative procedures.


	Recent experience of liaising closely with contractors and suppliers and service providers.
Experience in a Further or/ Higher Education environment. 
A contracts qualification or knowledge of recent contract procedures.
A good working knowledge of health and safety procedures.
Knowledge of contract administration and monitoring. 

Experience of finance systems such as Agresso.
	Application/CV 

Documentary Evidence

	Skills


	Proven high standards of customer service within a business environment to ensure a cost-effective service.
Excellent communication skills with the ability to disseminate information in a clear and concise way verbally and in writing. 

Organised with effective administrative and time management skills.

Ability to work to short deadlines and manage fast changing priorities.

Ability to deal effectively with contractors to obtain the highest levels of contract performance. 
Ability to lift bags of mail, boxes of paper in accordance with manual handling and health and safety guidelines.
Good time management skills with a positive flexible approach.
	Experience of working with online computer Facility management system (CAFM) systems.

	Application/CV 

Interview

References/Task

	Experience 


	Experience of undertaking a wide variety of general administrative tasks. Undertaking a high volume of tasks within tight time frames and with competing demands.
Previous experience of working in a Facilities Management type role or similar environment.
	Experience of the contract procurement process including contract specification, tendering and selection of contractors.
	Application 

Interview

References



	Personal attributes


	Willing to demonstrate commitment and support for the University’s People Strategy.
A pro-active team player who brings enthusiasm and a flexible and helpful attitude to work which includes the flexibility to work in a number of other areas as required.
Recognising the importance of accuracy, good record keeping and attention to detail when administering contracts and the Estate Management Record.

Ability to work under pressure and to manage time and conflicting priorities effectively.

Able to communicate effectively with staff at all levels, students and external contractors.
Use of initiative and a positive approach to continual improvement.  

Confidentiality.
Understand and actively embrace the University’s distinctive sensibility, the qualities, values and characteristics expected of everyone working for our University.

	
	Interview

References


Salary Grade:8                                        
Date profile is reviewed: December 2021
Skilled Worker Route SOC Code: n/a
