 
Programme Delivery Administrator 
 
 
	Department 
	Assets 
	
	

	Job number  
	 
	Reports to 
	Commercial Manager 

	Date effective 
	March 2025 
	Salary band 
	4TP


 
	Purpose 

	Provide general administration support associated with the work of the Asset Management directorate and the investment team. 


 
	Key responsibilities/ deliverables 	 	 

	1. Provide general administrative support to the Investment team including collating documents, maintaining team spreadsheets and setting up calendar appointments as required 
2. Monitor team in-boxes and allocate tasks appropriately 
3. Respond to basic customer and external stakeholder initial enquiries via telephone and email including processing aids & adaptations referrals. 
4. Track open cases to ensure progress is maintained by dialogue with surveyors, internal and external contractors and raise any concerns with Surveyors. 
5. Initiate contact with customers/external stakeholders as required to book appointments and provide updates 
6. Raise purchase orders on appropriate systems and link in with Finance and Procurement as necessary to ensure appropriate documentation is in place, including links to the contracts register 
7. To prepare address lists for planned programmes. 
8. To liaise with the Leasehold Team regarding lease provisions for leasehold addresses included in planned programmes. 
9. To provide address lists to contractors and/or consultants to enable initial consultation with residents, and thereafter co-ordinating responses to queries. 
10. To liaise with Leasehold team to ensure correct information is provided for s20 consultation 

	purposes, and that appropriate technical information is provided to inform responses. 
11. To liaise with contractors and consultants to issue Post Completion Satisfaction Surveys; arrange responses to comments from residents and collate for detailed analysis. 
12. To provide administrative back-up and assistance to the Assets department as required. 
13. To organise meetings and to prepare minutes and action points as required. 


 
	Line management 	 	 

	Direct reports x 0 
 


 
	Key internal contacts 	 	 

	All operational directorates along with Finance and Procurement 


 
	Key external contacts 	 	 

	Contractors , Tenants/Leaseholders, MPs, Housing Ombudsman, Local Authorities, other Housing providers 


 
	Operating environment/ dimensions 	 	 

	A2Dominion currently has approximately 37,000 properties. The Investment team are responsible for delivering planned and cyclical improvement programmes, delivering against regulatory and internal standards to keep homes well maintained. The administrator role is an important link between individuals and teams and strong communication is important both written and verbal to this role.  
 


 
 
	Knowledge, skills and competencies 
	Essential 
	
	Desirable 

	Qualifications/training 
	
	
	

	Educated to GCSE level or equivalent in Maths and 
English (Grades A*- C) 
	A 
	
	 
	

	Knowledge and skills 
	 
	
	
	 

	Experience of working in a customer focused environment 
	A/I 
	
	
	 

	Proficient in use of Microsoft packages such as 
Word, Excel and Outlook 
	A/I 
	
	
	 

	Good customer communications skills-both written and verbal 
	A/I 
	
	
	 

	Competency 
	
	 
	

	Influential - The ability to work with and through others to achieve organisational goals 
	
	A/I 
	

	Engaging - Achieves collective outcomes by building effective relationships 
	
	A/I 
	

	Resilient - Does not allow pressure to interfere with thinking, judgement or behaviour 
	
	A/I 
	

	Performance - focused delivers a consistently high performance 
	
	A/I 
	


 
How we will assess your match to the job:  
A = Application  	T = Testing  	I = Interview 
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