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JOB DESCRIPTION

	 Job Title:  
	Facilities Co-Ordinator  

	Grade / Role:
	Administrative 1A

	Reports to:  
	Estate Manager 

	Section:  
	Corporate Services

	Department:
	Facilities Management 



	
Job Summary


	
The post holder will provide effective leadership and oversight of the Maintenance and Contracts Officer function and the Headquarters Security team, ensuring services are delivered efficiently, compliantly, and to a high standard. Support performance management, resource coordination, and the delivery of planned and reactive works. Additionally, provide cover for the Cleaning and Catering Officer when required, ensuring continuity of service and contributing to the smooth and effective operation of the Estates Management Section.








	
Responsibilities and Duties


	
· To prepare estimates and undertake budgetary monitoring of all budgets within the postholder’s area of responsibility.

· To be responsible for the administration arising from the letting of Brigade residential accommodation and commercial properties, including calculation and deduction of payment of rent and rates, etc.

· To have direct responsibility for supervision, direction, co-ordination and quality monitoring of the work of the Maintenance and Contracts officer and Security staff.

· To Manage the fresh service platform for all repair and work requests, supporting the maintenance and Contracts officer during leave/sickness.
To ensure correct delegation of work and appropriate requisitions are raised.

· To ensure invoices are processed, delegated and systems updated. 
Matching up fresh service and oracle to ensure invoice records are accurate and estate bills are processed in a timely manner. 

· To monitor and action appropriately the facilities management inbox

· To liaise with the Surveyors regarding the inspection, renovation and completion for tenancies and to control the keys.

· To be responsible for detailed liaison with the Lead Authority's Corporate Property Department on all aspects of the SLA for property services inclusive of obtaining signatory authorisation. 

· Liaise with WMFS estates legal teams and lead on all legal processes and contract negotiations. 

· To ensure adherence to Financial Regulations and administrative procedures, in relation to procurement of goods and services in support of the Facilities Management Section.

· To deal with outside contractors and suppliers with regards to orders placed and payment for goods and services.

· To be responsible for ensuring that the Section records and filing systems are maintained.

· To perform the role of Data Controller for the Facilities Management Section under the requirements of the Data Control Policy.

· To uphold and actively promote the equality and diversity policies of the West Midlands Fire Service.

· To work within the Safety, Health and Environmental policies of the West Midlands Fire Service.

· To undertake such other duties commensurate with the grade of the post as may be required.






	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· 37 Hours a week 
· Hybrid working 2 Days in the office as a minimum, with 1 designated cover day a week







	
Role related knowledge, skills and experience


	
Essential 

· Must be computer literate and competent at Microsoft packages such as word, excel and teams. 
· Must be able to demonstrate previous experience at a supervisory level.
· Must have good administrative skills 
· Knowledge and experience relating to legal matters arising from letting commercial and residential.


Desirable

· Knowledge of Oracle 
· Knowledge of Fresh service





	
Qualifications


	
Essential


· Must possess Mathematics and English at GCSE at Grade C or above or equivalent 






	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	

Standard 
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