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Job Description
Facilities and Property Services Administrator
Reports to: Deputy Director of Facilities and Property Services

Key Responsibilities

The Facilities and Property Services Administrator plays a key role in supporting the central Property Department covering our private hospitals portfolio. This position is responsible for the effective management, organization, and control of all property-related documentation, compliance records, and administrative processes.
Working closely with the Director of Facilities and Property Services, Deputy Director of Facilities and Property Services, Head of Engineering and Technical Projects, Project Manager, and an outsourced Facilities Management (FM) provider, the role ensures that all property and compliance information is accurate, up to date, and readily accessible, supporting safe and efficient operations across all sites

Document & Records Management

Maintain and manage all property and facilities documentation, ensuring accuracy, version control, and accessibility.
Organise and oversee digital and physical filing systems for the property department.
Maintain registers for compliance documentation, including statutory certificates and reports.
Ensure all records are stored in line with company policies and audit requirements.
Compliance & Certification Tracking
Track and manage compliance documentation across all hospital sites
Monitor expiry dates and ensure timely renewal of all certificates.
Liaise with the FM provider and site teams to obtain and update documentation.
Support internal and external audits by preparing and providing required documentation.
Facilities Management Coordination and Planning
Act as a key liaison between the organisation and the third-party FM provider.
Support the coordination of planned preventative maintenance (PPM) schedules.
Monitor service delivery documentation and ensure reporting requirements are met.
Assist in tracking performance against service level agreements (SLAs).
Provide direct administrative support to the Facilities and Property Services department as a whole.
Prepare reports, dashboards, and summaries relating to compliance, maintenance, and property performance.
Support departmental meetings, including agenda preparation and minute-taking.
Assist with correspondence, document preparation, and internal communications.

Project & Operational Support

Support facilities and property projects by maintaining documentation, trackers, and timelines.
Assist in coordinating information flow between internal stakeholders and external contractors.
Maintain asset registers and support updates relating to property changes or refurbishments.

Key Working Relationships

Director of Faculties and Property Services
Deputy Director of Facilities and Property Services
Head of Engineering and Technical Projects
Project Manager
Third-Party Facilities Management Provider
Hospital Directors, Operations Managers, IPC Management, Site Engineers

Essential Skills & Experience

Proven experience in an administrative role within property, facilities, estates, or a related environment.
Strong document management and organisational skills with excellent attention to detail.
Experience managing compliance records and tracking documentation.
Ability to manage multiple priorities across a multi-site operation.
Strong communication and coordination skills.
Proficiency in Microsoft Office, particularly Excel and computerised management systems


Desirable Experience

Experience working within a healthcare, hospital, or highly regulated environment.
Experience working with or alongside outsourced Facilities Management providers.
Familiarity with Computer-Aided Facilities Management systems.
Knowledge of statutory compliance requirements in property/facilities management.
Experience supporting audits and regulatory inspections.
Exposure to project coordination or property-related projects.

Qualifications 
 
GCSEs (or equivalent) including English and Mathematics.
Qualification in Facilities Management, Property Management, Business Administration, or similar.
Professional membership or working towards  (IWFM – Institute of Workplace and Facilities Management).
Health & Safety qualification (IOSH Managing Safely or NEBOSH General Certificate).

Personal Attributes

Highly organised with a structured and methodical approach.
Detail-oriented with a strong focus on accuracy and compliance.
Proactive and able to take ownership of tasks.
Strong interpersonal skills and ability to work with multiple stakeholders.
Discreet and professional when handling sensitive information.
Adaptable and able to work in a fast-paced, multi-site environment.
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