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JOB DESCRIPTION
JOB TITLE:	Estates Support Officer (Temp) 
REPORTING TO:	Head of Estates  
JOB PURPOSE:                                             To provide administrative and information-management support to the     Estates Department, ensuring property, asset, compliance and maintenance information is accurate, accessible and appropriately maintained across the organisation’s 28 homes. 
MAIN RESPONSIBILITIES
· To provide administrative and information-management support to the Head of Estates.
· To create and maintain accurate property and asset registers, including key asset, installation, servicing, warranty and replacement information.
· To create maintain consistent electronic property records, folder structures, document control and archive arrangements across all 28 homes.
· To review RAMS and create project plans and create PTW (Permits to Works) Risk Assessments and Contractor Information packs for Planned works.
· To develop Project Management Plans and ensure actions are managed effectively.
· To review existing plans and create a suite of property plans and associated information, using Microsoft Visio, ensuring plans are kept up to date with any changes .
· To review and maintain available asbestos, compliance, PPM and certification records, identifying missing or outdated information and escalating actions where required.
· To review Fire Risk Assessment (FRA) action plans and maintain accurate records of compliance inspections and certification.
· To provide administrative support in managing Local Estate Action Plans (LEAPS).
· To collate historic property, maintenance, repair, refurbishment, survey, contractor, warranty and compliance information and ensure relevant information is transferred to current property records.
· To manage all contractor compliance records including contracts SLAs, Insurances 
· Keep up to date records of all warranty’s for all equipment and assets at each home.
· To support the preparation of asset repair, replacement and lifecycle information to assist with planned maintenance, capital planning and future expenditure.
· To identify missing, duplicated, outdated or inconsistent information and maintain an appropriate audit trail of outstanding actions.
· To produce progress reports and information for the Estates Manager and support quality assurance and handover of the property information system.
· To liaise with Estates staff, contractors and other relevant colleagues, escalating matters requiring technical or specialist input.
GENERAL 
· To ensure adherence to the company policies and procedures with regards to the safeguarding and promotion of the welfare of our residents 
· To ensure application of the company’s policy and procedures with regards to Health and Safety 

This Job Description indicates only the main duties and responsibilities of the post. It is not intended as an exhaustive list.
Please note we reserve the right to amend this Job Description from time to time, according to business needs. Any changes will be confirmed in writing. Please note that you share the responsibility for making suggestions to alter the scope of your duties and improve the effectiveness of your post.

Please sign, print your name, and date below to indicate your acceptance of this Job Description.
Signature. 	
Name……………………………………………………………………………………………
Date…………………………………..




















Person Specification
	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

	· GCSEs (or equivalent) 
· including English and Math’s 

	Qualification or training in Estates, property, housing, facilities or asset management.


	Experience 
	· Significant administrative or information-management experience.
· Experience managing significant volumes of information and maintaining accurate records/registers.
· Experience using electronic filing and document-management systems.
· Experience identifying missing, incomplete or inconsistent technical information.
· Experience producing reports from different sources of information.
	· Experience within an Estates, property, housing, facilities or maintenance environment.
· Experience of asset registers or property management systems.
· Experience of PPM, property compliance or lifecycle information.
· Experience working with contractors or maintenance providers.
· Experience working with property plans or floor plans.

	Technical Skills 
	· Competent with Microsoft Excel and Word
· Knowledge / experience of MS Word, MS Excel and Outlook
· Excellent communication skills both written and verbal
· Ability to work effectively in a team 
· Ability to us own initiative 
· Ability to work with people in a friendly and professional manner 
· Capacity to work under pressure and without direct supervision 

	· Experience using Microsoft Visio or similar planning software.
· Familiarity with asbestos, fire safety, gas, electrical or other property compliance records.
· Knowledge of property asset-management systems.

	Personal Qualities
 
	
· Ability to share ideas with others [to make improvements]
· Keen to learn and improve own performance 
· Committed to communicate with customers 
· Has a ‘can-do’ attitude to work
· Enjoys working effectively as part of a team
· Highly organised, ability to keep track and progress multiple priorities at any one time
· Ability to work with and influence action through others
· Self-motivated with keen attention to detail
· Confident, personable, professional and friendly manner
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