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Position Profile – Facilities Coordinator
	Position:
	Facilities Coordinator

	Team:
	Property

	Org unit:
	Shared Services

	Industrial coverage:
	Non-award

	Approval status
	Laura Guille, National Operations Manager, Aspect Schools

	Date reviewed:
	May 2026



About Aspect

Our purpose:	A different brilliant® - understanding, engaging and celebrating the strengths, aspirations and interests of people on the autism spectrum. 

Our vision: Together we’re creating a world where Autistic people are seen, valued, and have access to the right support to live, learn, work and play.  

Our values: THRIVE – Teamwork, Honesty & Integrity, Respect, Inclusion, Vibrant, Excellence
Team purpose
To ensure the efficient and effective management of the organisation's physical environments, supporting the mission by creating safe, functional, and compliant environments for all users. The team delivers high-quality capital works projects, facilities management, maintenance, and improvement projects in line with organisational goals.
Position purpose
To coordinate and deliver maintenance services and capital works projects across the organisation’s property portfolio. The Facilities Coordinator manages contractors, triages maintenance tickets, oversees minor works, and ensures quality and compliance. This hands-on role works together with the Senior Facilities Manager and contributes to the safe and efficient operation of educational facilities.

Key Accountabilities

Facilities Maintenance Coordination
· Coordinate work schedules of local maintenance staff in conjunction with their line manager
· Coordinate reactive, preventative, and asset lifecycle maintenance across all sites in conjunction with the Senior Facilities Manager
· Receive, assess and triage maintenance requests/ tickets, prioritising and managing requests through to completion. Monitor open maintenance tickets, ensure timely completion and a high standard quality of works.

Contractor Management
· Engage, coordinate and supervise contractors to deliver maintenance and minor works services
· Liaise with contractors and suppliers to ensure timely delivery and resolve issues as they arise
· Ensure contractors comply with all required licences, certifications, insurances, inductions and WHS obligations
· Monitor quality of workmanship, contractor performance and proactively address or escalate issues.

Minor Works and Capital Projects Support
· Coordinate, oversee and deliver minor works projects under the direction of the Head of Property and Assets. Including planning, scoping, quotations, scheduling and delivery
· Support the Senior Facilities Manager with planning, delivery and reporting of maintenance projects as required
· Contribute to tracking progress and budgets for minor works and maintenance activities. 

Safety, Compliance and Risk
· Contribute to the safe operation of Aspect schools and other sites by identifying and reporting hazards
· Ensure maintenance and contractor activities comply with WHS legislation, building codes, and organisational policies
· Support and participate in audits, inspections and continuous improvement initiatives..

Stakeholder Engagement and Service Delivery
· Act as a key point of contact for facilities related enquiries from schools and other site representatives
· Provide clear and timely updates on maintenance progress, timelines and disruptions.

Systems, Reporting and Administration
· Maintain accurate records of maintenance activities, contractor documentation and asset information
· Contribute to reporting on activities, costs and performance. 

Other Responsibilities 

Safeguarding the people we support
Aspect is committed to providing an environment free from abuse, neglect and exploitation of the people we support. Staff are expected to:
· Follow safeguarding guidelines as outlined in Aspect’s Safeguarding the People We Support policy and Code of Conduct 
· Complete mandatory Code of Conduct training and implement into day-to-day operations and practice
· Be vigilant and maintain a heightened sensitivity to recognising signs of abuse, neglect or exploitation and escalate/report those signs/concerns
· Escalate/report other staff practices which deviate from policy/procedure.

Work health and safety
All staff are required to:
· Take reasonable care for their own health and safety
· Comply, as far as you are able, with any reasonable instruction to comply with legislative requirements
· Report unsafe conditions or practices, and make suggestions to improving work, health & safety at Aspect
· Participate in the staff consultation process about work health & safety matters
· Understand and adhere to Aspect’s Code of Conduct.

Essential Requirements

Knowledge and Experience
· Demonstrated experience in facilities or property maintenance coordination or supporting role on capital works projects
· Excellent communication and stakeholder management skills
· Proficiency in utilising Microsoft Office suite of systems, including MS Word, Excel, Teams and PowerPoint
· Strong understanding of WHS regulations and compliance standards
· Capacity to manage competing priorities with initiative, flexibility, and a team-oriented approach
· Demonstrated experience engaging, coordinating and supervising contractors and service providers
· Proven capability to coordinate planned and reactive maintenance across a diverse property portfolio
· Strong experience with Computerised Maintenance Management Systems (e.g. Eptura, Maximo, Tririga, Archibus, Limble CMMS)
· Experience triaging maintenance requests, prioritising work orders, and managing ticketing or CMMS systems
· Current driver’s license, ability and willingness to travel to Aspect’s sites – largely in NSW but with occasional requirement to travel to VIC and SA
· Working with Children Check clearance (or ability to obtain)
· National Police Clearance (or ability to obtain)
· International Police Check (IPC), if relevant. 

Qualifications:
· Relevant tertiary qualifications in Property Services, Facilities Management or a related field, or equivalent practical experience
· Qualifications in Work, Health and Safety (WHS) are highly regarded.

Desirable Attributes 

· Experience working in education or multi-site environments
· Experience working with an online maintenance management system would be essential
· Experience in with a Facility Services Provider or call centre environments would be advantageous 
· A sound understanding of maintenance standards (e.g. AS1851) 

Reporting lines
	Direct manager:
	Head of Property & Assets

	Direct reports:
	None
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