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Job Holder:

Property Co-ordinator 
Reports to:

Head of Property

Grade:


A2
Safety Status:

Non safety critical


Date version agreed:
May 2018



Job Purpose

To provide co-ordinated services to the Property Department and to manage all aspects of the property CAFM system. To ensure the CAFM helpdesk is managed and be the central point for property related enquires.

	
	

	A.  This job requires Security Clearance (e.g. Running of Special Trains) 
	No

	B.  The job holder is required to hold a relevant Track Safety competence (e.g. PTS)
	No

	C.  This is Safety Critical Work Post
	No

	D.  This is a Key Safety Post
	No

	E.  Reference to this job is included in West Midlands Trains’s Safety Certification documents
	No

	F.  This job Manages Employees (undertakes specific tasks indicated in the occupational & operational standards manuals)
	No

	G.  This job Manages Locations (undertakes specific tasks as indicated in the occupational and operational standards manuals)
	No


3.  Dimensions

(Indicate in quantitative terms the key areas on which the job has an impact)
A.  Financial:     

Responsible for the accurate assignment of task cost to the relevant threshold limit and QX within the CAFM system.

B.  Staff:              

None

C:  Others:         


4.  Principal Accountabilities

· Ensure the CAFM system is kept up to date and tasks are correctly completed

· To manage the allocation of tasks to internal and external suppliers through the CAFM system

· Raise key purchase requisitions for the Property Maintenance Team

· Manage the helpdesk and be the first line response to all calls into the property department 

· Ensure all existing and new assets are correctly implemented within the CAFM system through the asset adoption process

· Liaise with both insourced and outsourced contractor labour to obtain records of works carried out to input as required into the computerised FM system.
· Management of the CAFM system document storage to ensure the system is fully auditable and the technical/safety/site plan information is up to date and available to the Property Managers, Artisans and Technicians

· Ensure QX and Threshold applicable costs are correctly assigned within the CAFM system to allow the costs to be recovered by West Midlands Trains
Main Tasks

· Create and run reports on the CAFM database to assist the Property Managers and Head of Property to manage the property portfolio

· Complete tasks by attaching any service documentation, certificates, completed audits etc. and ensuring all purchase order and credit card costs are correctly attached

· Ensure all tasks costs are apportioned to the correct service line and budget

· Maintain the library of facilities documentation for general team access to operating and maintenance documentation
· Track costs for the identified critical elements of the depot and critical equipment that has a defined threshold limit in the depot appendices. 
· Provide organisation support to the Property department. 

· Maintain the Asbestos register

· Support the Property Managers to ensure all goods receipting is completed.

· Liaise with the Property Managers to obtain the necessary information to maintain records of planned maintenance, statutory compliance and lease conditions
· All other reasonable duties commensurate with the grade and post


5.  Context

A:  Operating Environment:           

Working within a busy environment and interfacing with all members of the Property Department.

B:  Framework and Boundaries:            

Operational safety standards

Occupational safety standards

HR policies, procedures and employment law

Compliance with internal quality management targets

C:  Organisation:        

Please see organisation chart(s) at the end of the document.

(Attach a copy of the current organisation chart on the landscape page at the end of this document for each subordinate who reports directly to the job holder.  Outline the area of responsibility of each direct report below)


6.  Relationships

A:  Reporting lines

This role is part of the Property Management Team, reporting to the Head of Property.

B:  Other Contacts:            

· West Midlands Trains Station Services / Operations Team.

· Other members of the Property Department

· Other West Midlands Trains staff at all levels

· West Midlands Trains customers

Outside the Company:                   

· Maintenance suppliers and contractors

· Councils and Planning authorities 

· Network Rail

· ORR 


7.  Knowledge and Experience

Essential

· High level of IT competency with Microsoft Office (Excel, Word, PowerPoint and Access)
· Organised, efficient and thorough, with close attention to detail

· Self-starter who is able to work as part of a close team without supervision 

· Able to prioritise and deliver accurate work to tight deadlines

· Good written and verbal communication skills 

· Good customer service skills
· Experience in using CAFM or CMMS systems

Desirable

· Technical knowledge of building services and maintenance contracts

· 5 years experience in using and developing CAFM or CMMS systems

· 3 years experience of producing KPI reports

· Previous experience of creating and running reports

· Knowledge of Depot threshold limits and Station QX charging

8. Qualifications & Training required for the job

Essential

· Experienced in the use of Rapier CMMS system and IFM CAFM system

Desirable

· IOSH Managing Safely

· NVQ Level 3 or above in related discipline


8.  Job Challenge(s):
· Organised

· Attention to detail

· Communication skills


9.  Additional Information

· N/A





Job Description





10.  Sign off





Job Holder:………………………………………………..  Date:………………..








Manager:…………………………………………………..  Date:………………..





Nominated Deputies





If this is a KEY SAFETY POST (2D is “checked”) a Nominated Deputy must be identified.  The job holder must ensure that the Nominated Deputy receives a copy of, and is briefed on, this Job Description.





Job title of 


Nominated Deputy: ……………………………………………………………....





Name of 


Nominated Deputy: ……………………………………………………………….





Signature of


Nominated Deputy: ……………………………………………………………….





Date: ………………………………………………………………………………….





As the Nominated Deputy for this post, I confirm that I have been briefed on the requirements of this job.  If there are more Nominated Deputies they should sign further copies of this Job Description.
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