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Co-Ordinator - Complex Buildings

Role profile

	Department
	Complex Buildings

	Job number 
	
	Reports to
	Team Manager – Complex buildings

	Date effective
	January 2023
	Salary band
	Band 4 – H&C



	Purpose

	To work with property & safety and casework managers as part of the multi-disciplinary team in the Complex Buildings project.

To help deliver excellent property management services to A2Dominion residents, seeking to provide a same day return contact and first-time fix service with the objective of continually reducing complaints. 

To provide and deliver a full and effective administrative support to the wider team to ensure our approach to building and safety management is aligned with our obligations as a landlord and regulatory requirements.

Providing innovative solutions to existing issues and ensuring that future changes are anticipated.




	Key responsibilities/ deliverables
	
	

	[bookmark: _Hlk117161688]To deliver excellent standards and performance in relation to customer service, regulatory and legal compliance, best practice and innovation, specifically in the areas of:
· Responsible for resolving low level resident queries promptly, including liaison with the A2Dominion Operational Teams. 
· Ensuring residents’ enquiries are responded to appropriately and service is delivered in accordance with service standards policies, procedures, statutory regulations and relevant Codes of Practice.
· Maintaining an acceptable level of contact with our residents for the duration of a ‘live’ case in an agreed format.
· Providing lease administration services for residents
· Ensuring that accurate resident contact and property records are maintained in accordance with relevant procedures
· Raising and receipting of purchase orders
· Raising of communal repairs orders
[bookmark: _Hlk117161769]
Support the casework managers with their workload which will include case management until conclusion; direct contact with residents; liaison with internal stakeholders; and feedback to the wider team  
 
To assist with the collation and storage of data ensuring it is accessible by the team and wider business. This will include liaison with multiple internal teams who hold an interest in the data. 

To generate and maintain reports which provide key data on the performance of the team. In addition, you will be required to provide feedback on the data collated including trends and recommendations for improvements.  
[bookmark: _Hlk117161808]
To effectively liaise with counterparts across the business to provide a smooth running service. 




	Line management
	
	

	Direct reports: 
none.

Indirect reports: 
none



	Key internal contacts
	
	

	Operations Department (including particularly, Tenancy Sustainment team, Housing and Specialist Housing, Environmental Services, New Homes, Legal Services,); IT, 
Governance & Compliance



	Key external contacts
	
	

	Managing Agents; Regulatory Bodies; Local Authorities; Contractors, Consultants and Specialist Advisers.




	Operating environment/ dimensions
	
	

	Working closely with the property & safety and casework managers to support the Complex Building Team with a full and effective administrative support service.




	Knowledge, skills and competencies
	Essential
	Desirable

	Qualifications/training

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


	Full clean UK driving license
	
	A

	Knowledge and skills
	
	

	Previous administration experience and attention to detail
	          A / I
	

	Experience of delivery in customer orientated service, housing or similar environment
	          A / I
	

	Good communication skills with residents and internal stakeholders across the business
	T /  I
	

	Experience of adopting a continuous improvement approach and adapting to change
	T / I
	

	Excellent IT skills including Word, Excel etc
	T / I
	

	Ability to analyse information in order to draw logical conclusions
	T / I
	

	Knowledge of current housing &/or welfare benefits legislation and up to date case law
	
	A / I

	A2Dominion values

	Competency
	Essential

	Engaging
Has good self-awareness on how their behaviour impacts others and modifies accordingly; has a strong l ‘brand’ that people trust and want to work with; translates organisational strategy in a way that fosters a positive team environment within the team through collaborative working; demonstrates personal integrity at all times; is able to flex their approach to individual situations; shows authentic behaviours that are not compromised by personal ego
	X

	Performance focused
Delivers a consistently high performance; and delivers results; ensures the co-creation and delivery of performance standards and goals which are linked to the project strategy; monitors and reviews performance regularly.
	X



This role profile outlines the main responsibilities and requirements of the post.  All employees are expected to comply with reasonable management requests to carry out additional or alternative duties.

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