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BETHANY CHRISTIAN TRUST
Facilities & Property Coordinator (Maternity Cover)
1. JOB DETAILS
	Job Title
	Facilities & Property Coordinator
	Line Manager
	Director of Internal Services

	Grade Level
	Level 3 
	Spine Pt Range
	16-18
	FTE Salary Range
	£25,730 -

£26,699

	Section/Unit
	Facilities & Property
	Directorate
	Internal Services

	Location
	65 Bonnington Road, but with travel to other units as required.

	Hours
	37.5
	FTE
	1.00

	OR
	Required to be in sympathy with the mission, ethos and values of Bethany Christian Trust


2. JOB PURPOSE
This role is maternity cover and is fixed term for an initial 6 months with the possibility of extension.  The purpose of the post is to coordinate transactional service provision across a range of property and facility activities.   Providing cost efficient, on time and high standard support relating to (but not exhaustive of) Bethany’s: 
· commercial property portfolio 
· fleet management 

· insurance
· health & safety 
· waste management

· other external contractors

by drawing on internal and external resources.  Critical to the success of this role is maintaining excellent internal and external relationships. 
3. MAIN RESPONSIBILITIES
	
	Description
	Approx %

	1
	Support the Director in the management of Bethany’s rented and owned property portfolio in partnership with service managers, providing solutions to immediate requirements and also strategic property projects.   This includes applying for HMO licences and non-domestic rates.
	30%

	2
	Coordinate a range of organisational and local facilities and engage with external providers to ensure value for money and appropriate service procurement. 
	25%

	3
	Support the Director in the planning and management of Bethany’s commercial property refurbishment programme, including cyclical and responsive maintenance works.
	20%

	4
	Coordinate fleet management including lease agreements, vehicle maintenance and driver registration.
	10%

	5
	Collaborate with the Health, Safety and Fire Officer to ensure all commercial properties are following relevant standards and operating in accordance with legislation.  
	10%

	6
	Support and supervise the Facilities and Property Administrator, planning their workload and delegating tasks.  
	5%


4. PLANNING AND ORGANISING
· Planning and organisation of the team’s priorities on a daily, weekly, monthly basis.
· Planning and organisation of the day-to-day work of the Administrator to ensure urgent activities are prioritised.

· Reporting on all property related data and circulating information to appropriate Directors/Managers.  
· Monitoring the Facilities email inbox and ensuring all enquires are responded to in a timely manner and all urgent enquiries are prioritised.

5. PROBLEM SOLVING
· Effective and efficient delivery of the day-to-day activities of the team and urgent unplanned priorities.  
· The post holder is required to manage their workload in line with changing priorities. 
· A desire to develop and bring improvements and increased efficiencies where needed in discussion with Director and Internal Services colleagues.
· The ability to use initiative to solve problems.

· Work with Bethany managers by following established procedures where issues arise.

6. DECISION MAKING
· The post holder will make recommendations to the Director on appropriate service provision and improvements.
· The post holder will facilitate and support managers on best, value for money solutions. 
7. KEY CONTACTS AND RELATIONSHIPS
· Direct supervision of the Facilities and Property Administrator.  

· Regular and frequent contact with managers across Bethany to understand their needs.
· Regular contact with the Maintenance team regarding maintenance tasks and cyclical works.  

· Frequent contact with external partners and service providers.

8. PERSON SPECIFICATION
Essential experience and skills required for this role:

· Excellent verbal and written communication skills

· Sound problem solving experience

· Excellent team work skills

· Excellent organisational ability including prioritising own workload and record keeping
· Excellent IT skills and proficiency in the use of Microsoft office 

9. QUALITIES AND ATTITUDES
· Customer focused with tenacity and drive

· Flexibility and openness to change

· Credible and professional team worker
· Commitment to serve

Culture: 
Our standard is LOVE
We SERVE others before ourselves
We VALUE each person

Ethos – We demonstrate:
· Compassion
· Humility

· Authenticity

· Respect

· Affirmation

· Courage

· Truthfulness

· Excellence

· Relationships
The post holder will be expected to promote a common understanding of what the organisation’s values mean, and critical to success, consistently model the values in all activities and relationships.

10. DIMENSIONS

Bethany currently has over 100 properties (rented and owned, domestic and commercial) across Scotland. 

10. Job Description Creation and Revision
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