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JOB DESCRIPTION

Job Title:
Estates Coordinator 

Location:
Cheltenham – The Port – Rosehill 


Line Manager:
Paul Oliver 
 
Primary Objective 
Provide administrative support and assistance on facilities and property matters to the Portman Facilities/Estates team.

Tasks/Duties

• Be the first point of contact on Facilities and Property matters for practice managers, landlords and their agents

• Proactively manage the Property & Facilities inbox and communications

• Pre-acquisition of new practices: Collect and collate property and contract information on pending and pipe-line acquisitions

• Integration of practices: Close post-acquisition support on-boarding new acquisitions

• An ability to effectively prioritise a shifting workload is a must  

• Ensure calls and emails are logged and actioned or assigned and responded to in a courteous and professional manner

• Collate all demands for Property charges and co-ordinate the Property monthly payment run for Head of Property

• Monitor and ensure that Property insurance is up to date and on file and that the insurance tracker is kept up to date on a monthly basis

• Update and maintain the Property schedules for all property transactions including acquisitions of new practices, rent changes and landlord contact details

• Support practices with escalation of archiving and furniture ordering for all properties throughout the estate

Such other duties as may reasonably be required and which may arise from time to time

• Facilities:

• Reporting on compliance from information database and contractor reports

• Logging contractors in and out of the Port (our support centre) and escorting as required

• Supporting Head of Property and Property Managers in obtaining quotes for works at the Port

• Manage and be the main point of contact for large group licences

• Maintain database owned jointly between Property and Procurement, for the availability of approved contractors for property related 'reactive' works  in the portfolio

• Support Programme managers in closing out actions during property relocations and closures

Qualifications/Experience
• Property and Insurance experience would be an advantage.

• Ideally from a background supporting multiple estate portfolio

• Advanced spreadsheet skills and experience

• Good organisational skills

• Good Word and PowerPoint skills and experience

• Adept at record keeping

-----------------------------------------------------------------------------------------------------------------------------------------------
Budgetary responsibilities:

There are no budgetary responsibilities, but the role holder is expected to apply commercial thinking to decisions made to ensure money is not spent unnecessarily.

People responsibilities:

There are no people responsibilities.
Key stakeholders:

The role holder will influence the following groups:

· Associates and team members

· Patients and other visitors

· Practice Suppliers

· Practice Managers

· OneSG – H&S, Facilities Management, Accounts, HR and IT

