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Job Description


	A
	Post Details



	
	Job Title:
	Facilities Team Administrator


	Function:
	Development

	
	Location:
	4ML

	Unique Post Number:


	

	
	Reports To:
	Head of Facilities

	Grade:
	ASG

	B
	Purpose of the Job



	
	Provide professional support to the Facilities Team, including management of diary and other day to day activities.



	C
	Principal Accountabilities



	C1

C2

C3

C4

C5

C6

C7

C8

C9

C10
C11    
C12
C13

C14 

C15         

C16 
C17 

C18 

C19          

C20

	Manage the Facilities’ Team diary daily, ensuring that any relevant itineraries/agendas are supplied and adhered to.
Manage telephone and e-mail enquiries on behalf of the Facilities Team and respond accordingly.

Raise all purchase orders for the Facilities Team and develop a process to ensure invoices and payments are made to external parties accurately and timely.
Develop and maintain the Facilities section of the Company’s intranet to ensure all information is relevant and up to date. 

Manage all correspondence, compiling and drafting responses where appropriate on behalf of the Facilities Team.

Manage HR procedures in accordance with the company’s HR Policies & Procedures Manual and advise managers accordingly.

Manage all bookings with Caterers, Hotels, taxi firms and couriers as required.

Maintain an electronic and paper filing system of documents, which meets all company standards.

Complete the weekly attendance sheet for all Facilities colleagues and send to payroll department.

Organise , attend Facilities  Meetings as directed, taking minutes and actions.

Register all faults in 4More London and publish it on Southeastern intranet; organise to resolve the issues by liaise it with CBRE Maintenance contractor team

Provide support to House Service office assistant in all post duties, process post during House service assistant absence

Coordinate and host all Southeastern visitors in 4ML by booking them on Sky system or with security team.

Monitor and assist LSER colleagues with attendance booking on Facilities 4ML desk booking system and advise on any discrepancy to HR accordingly 

Organise Facilities 4ML stock, asset and inventory management, and advise House Service assistant on any low stock level to fulfil

Update on yearly frequency Facilities Station Design Guide based on information on projects delivered.
Process all orders on ORACLE as requested by members of Facilities Team

Managing watercooler contracts across LSER stations, depot, and other LSER facilities to ensure safe and regular service delivered by nominated supplier within a company standard.

Organise Facilities meeting on-line or in 4ML.

Assist to the Head of Facilities with any other duties as Delegated



	D
	Decision making Authority



	D1


	

	E
	Report Preparation



	E1
	Collecting periodic reports for Head of Facilities.



	F
	Contact With Others



	F1

F2

F3

F4

F5

F6

F7


	Facilities Team

Contractors

Customers, stakeholders

Cross functional support and managers

Other PA’s and admin staff

Finance

IT Department



	G
	Most Challenging and/or Difficult parts of the Job



	G1

G2
	Recognising the step change from Retail Support to Facilities team.

Knowing when and how to say ‘no’ to other groups.



	H
	Person Specification:



	H1
	Experience, Knowledge & Qualifications – Essential

High level of IT knowledge – Word, Excel, PowerPoint, Outlook

Railway industry knowledge

Educated to a good standard with excellent written, verbal and numerical skills.

Experience of working in business administration



	H2
	Experience, Knowledge & Qualifications – Desirable

Experience of working with databases. Strong attention to a detailes.


	H3
	Behaviours and Skills – Essential

Communication – Expresses oneself confidently and effectively. Is approachable and engages others in open, honest and productive conversations.

Administration & Organisation – Undertakes relevant administration duties effectively, plans and coordinates own work load demonstrating good organisation.

Thinking and Problem Solving – Makes sound decisions, explores ideas and possibilities to find new ways of doing things.

Professionalism – Demonstrates a high standard of conduct, leads by example.

Team work, Sharing and Supportive - Aligns with others to deliver common goals.  Shares ideas and information. Supports colleagues and works effectively with others.


	H4
	Behaviours and Skills – Desirable

Honesty and Integrity – Is transparent and honest and takes full responsibility for actions. Demonstrates confidence and courage and deals effectively with difficult situations.

Flexibility & Adaptability – Ability to respond positively and cooperatively to change, challenges and conflicting demands.




	I
	Additional Information



	
	

	J
	Dimensions of the Job



	J1


	Financial – Direct:
	

	J2


	Financial – Other:
	

	J3


	Staff Responsibilities – Direct:
	

	J4
	Staff Responsibilities – Other:


	

	J5
	Any Other Statistical Data:


	

	K
	Authorisation Details



	K1
	Prepared By:


	_______________
	Date:
	______________

	K2
	Department Head:


	_______________
	Date:
	______________

	K3
	Compensation & Benefits Manager


	_______________
	Date:
	______________

	K4
	Acknowledgement of receipt by Post Holder:
	_______________
	Date:
	______________
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