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the finer details

Which site am I based at? 
Isleport

Which team am I a part of? 
Maintenance Team

Who do I report to? 
Maintenance Manager

Who do I look after?
N/A

Team size?
N/A

Do you have responsibility for a budget?
No















qualifications & experience
Essential:

· Excellent communication and organisational skills
· Possess excellent administration skills.
· Able to work in a busy fast paced environment
· An excellent level of IT literacy with Microsoft Office including Word, Excel and Outlook.
· Ability to communicate with people at all levels internally and externally.
· Experience in engineering maintenance.
· Experience in contractor management.
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the purpose of your role
The Isleport & Acorn House campus has an ever-growing portfolio of technology and equipment supporting our ambitious growth plans. As part of the Maintenance team, you will help keep our equipment safe, reliable and operational by coordinating planned preventative maintenance and responding to ad-hoc service challenges, minimising downtime and ensuring the safety of co-owners and contractors.
As Maintenance Coordinator, you will manage a range of maintenance administration, acting as a key point of contact for work orders, purchase orders and contractor coordination. You will ensure contractors have the required documentation, are properly inducted and remain legally compliant to work on site.

You will be organised, methodical and solutions-focused, supporting the Maintenance Manager to maintain a safe, well-managed site and ensure equipment is maintained to the highest standards.
The role has 2 key areas:
· Isleport & Acorn House Campus Contractor control.
· Maintenance routines and administration.

Isleport & Acorn House Campus Contractor Control

Working across Isleport & Acorn House, you will coordinate contractor activity and help ensure work is completed safely and to the required standard.

· Coordinate daily work orders, ensuring the right work is prioritised and completed.
· Arrange contractor quotations and coordinate approvals with the Maintenance Manager.
· Manage contractor onboarding, inductions, permits and required documentation.
· Maintain RAMS and other compliance records.
· Work with the COSHH Coordinator and Assessor to maintain appropriate controls and documentation.
· Build effective relationships with contractors and internal teams, keeping everyone informed of requirements and progress.
· Deal with issues as they arise and help find practical ways to keep work progressing safely and efficiently.

Maintenance Routines & Administration

You will help manage the campus maintenance programme, ensuring planned work is completed effectively while keeping accurate records and supporting the wider team.


Key responsibilities include:

· System super user, completing all system related training with the maintenance and Hygiene team.
· Coordinate and monitor planned preventative maintenance routines, ensuring work is completed on time and recorded.
· Use the CMMS to manage maintenance records, work orders and reporting.
· Triage incoming work and direct it to the appropriate team, technician or contractor.
· Provide first-line support with routine maintenance issues and help determine the appropriate next steps.
· Coordinate quotations and raise accurately coded purchase orders for approved work with accurate reconciliation.
· Issue and audit routine work orders and help introduce new routines as the campus grows.
· Monitor maintenance activity to identify recurring issues and opportunities to improve how work is managed.
· Support MHE administration, including reporting and trend tracking.
· Work with colleagues across the operation to ensure maintenance priorities support the needs of the site.
· Share knowledge and provide practical support to colleagues.
What good looks like for this role
Decisive Action - Makes prompt, clear decisions which may involve tough choices or considered risks.  Takes responsibility for actions, projects and people. Takes initiative, acts with confidence and works under own direction. Sets about with moral courage. Confronts challenges around them.
Team working- Demonstrates an interest in others adapts to the team and builds team spirit, recognises and rewards the contribution of others.  Listens and consults others communicating proactively. Upholds the ethics and values of the business, demonstrating integrity. Openly trusts and respects others, collaborating openly. 
Adapting and Coaching -Adapts to changing circumstances. Accepts new ideas and change initiatives. Adapts interpersonal style to suit different people or situations. Supports and develops others in their roles where required. 
Organising and Executing- Identifies and organises all resources needed to accomplish tasks. Works in a systematic, methodical and orderly way. Consistently achieves project goals. Not just saying we are going to do something but doing it. 
Interacting and Presenting -Makes a positive personal impression on others. Able to influence and persuade others. Build and maintain relationships with contractors and contractor managers
Business Information Systems -Uses all information systems available to them with expertise, analyses and extracts information to improve effectiveness and efficiency of work responsibilities. Demonstrates competent use of new technology and business reporting and information systems. 
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TOGETHER & AMBITIOUS &  DISTINCTIVE &  TRUSTED




