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JOB DESCRIPTION
	TITLE:
	Facilities Coordinator

	LOCATION:
	Across East Sussex

	HOURS:
	35 hours per week 

	RESPONSIBLE TO:
	Facilities Manager

	RESPONSIBLE FOR:
	AREAS:
Facilities Coordination

	
	LINE MANAGEMENT:
N/A



Why This Role Exists
At Age UK East Sussex, every service we provide depends on safe, welcoming and well-managed environments.
Whether an older person is accessing advice, attending an activity, receiving support, or connecting with our staff and volunteers, they should be able to do so in a place that is safe, accessible and cared for.
The Facilities Coordinator helps make this possible. By coordinating maintenance, compliance activities, contractor arrangements, property records and organisational facilities information, this role helps ensure our buildings and workplaces remain reliable, safe and effective.
While much of the work involves coordination, administration and follow-through, the impact is much wider. Good facilities coordination helps protect people, support volunteers and staff, reduce organisational risk and ensure more time and resources can be focused on improving the quality of later life for older people across East Sussex.

How This Role Contributes to Our Mission
Success in this role helps:
· Older people access services in safe, welcoming environments.
· Staff and volunteers work effectively and confidently.
· The charity meet its compliance and governance responsibilities.
· Resources be used efficiently and responsibly.
· Facilities issues be resolved before they affect services.
· Managers spend more time supporting organisational priorities and less time chasing information and paperwork.

Although the role does not work directly with service users every day, its contribution is essential to the quality, reliability and sustainability of the support we provide.


Key Responsibilities
The Facilities Coordinator will:
Coordinate Facilities Activity
· Act as a first point of contact for facilities-related enquiries.
· Ensure requests are logged, tracked and followed through appropriately.
· Coordinate maintenance and facilities activities with colleagues, contractors and sites.
· Monitor progress and ensure actions are completed.
Support Compliance and Safety
· Maintain compliance records and documentation.
· Track inspections, servicing, certifications and maintenance activities.
· Follow up outstanding actions and evidence requirements.
· Escalate significant risks or concerns promptly.
Maintain Accurate Information
· Keep facilities, property and compliance records accurate and up to date.
· Maintain action logs, trackers and supporting documentation.
· Ensure information can be easily accessed when required for audit, reporting or operational purposes.
Support Contractors and Suppliers
· Coordinate appointments and access arrangements.
· Obtain and maintain relevant contractor documentation.
· Follow up reports, quotations, certificates and actions.
· Help ensure contractor information remains current and complete.
Support Reporting and Continuous Improvement
· Prepare routine reports and summary information.
· Highlight overdue actions, emerging risks and opportunities for improvement.
· Support the organisation in using facilities information to make informed decisions.
Support Projects and Organisational Change
· Assist with property, facilities and improvement projects.
· Maintain project records and action plans.
· Help ensure project activity remains organised and well coordinated.
General Responsibilities
· Work in line with organisational policies and procedures.
· Promote the values and reputation of Age UK East Sussex.
· Undertake training and development appropriate to the role.
· Carry out other reasonable duties consistent with the purpose of the position.

Success in This Role Will Mean
After six to twelve months, successful performance in this role will mean:
· The Facilities Manager is effectively supported with project delivery, planning and organisational change initiatives, helping projects progress smoothly, meet objectives and deliver positive outcomes for the organisation.
· Facilities records are accurate, accessible and trusted.
· Compliance activities are effectively coordinated and completed on time.
· Risks, overdue actions and missing information are identified early.
· Managers have clear visibility of facilities priorities and progress.
· Staff and volunteers experience responsive and reliable support.
· Services operate with fewer avoidable disruptions.
· Facilities and property information supports effective governance and decision-making.
· Older people continue to receive services in safe, welcoming environments.
Evidence of Success

Success may be demonstrated through:

· Accurate and up-to-date records.
· Reduced overdue actions.
· Positive feedback from colleagues, volunteers and managers.
· Effective coordination of contractors and maintenance activity.
· Good audit and compliance outcomes.
· Reliable reporting and information management.

Person Specification
What We Are Looking For
We are looking for someone who can demonstrate:

· A commitment to the mission of Age UK East Sussex.
· Strong organisational and coordination skills.
· Values that align with We Listen, We Care and We Make a Difference.
· The ability to build positive relationships with a wide range of people.
· Attention to detail and pride in producing accurate work.
· The ability to manage competing priorities and follow tasks through to completion.
· A desire to learn, develop and continuously improve.

We welcome applications from candidates with transferable experience from a wide range of sectors and backgrounds. We are interested in capability, behaviours and potential as well as previous experience.
Essential Requirements
You can demonstrate:
· Experience coordinating activities, information, projects, services or administrative processes.
· Experience maintaining accurate records, databases, trackers or similar systems.
· Good organisational skills and the ability to prioritise effectively.
· The ability to follow through on actions and meet deadlines.
· Strong written and verbal communication skills.
· Confidence using Microsoft Office applications and digital systems.
· Good attention to detail and accuracy.
· The ability to work both independently and collaboratively.
· Understanding of the importance of confidentiality and information security.
· Willingness and ability to travel to Age UK East Sussex locations when required.

Desirable Requirements
It would be helpful, but not essential, if you have experience of:
· Facilities, property or compliance administration.
· Health and safety or compliance-related processes.
· Coordinating contractors, suppliers or service providers.
· Supporting audits, inspections or quality assurance activity.
· Utilities, sustainability or environmental reporting.
· Working within a charity, public sector or community-focused organisation.

We recognise that people may develop relevant skills and experience in many different settings and encourage applications from candidates who believe they can make a positive contribution to the role.+1
Behavioural Indicators
· Build trust through active listening.
· Value different perspectives.
· Communicate openly and respectfully.
· Seek to understand before acting.
· Treat people with dignity and respect.
· Build positive relationships.
· Demonstrate reliability and integrity.
· Support colleagues and volunteers constructively.
· Take ownership of your work.
· Focus on outcomes and solutions.
· Look for ways to improve processes.
· Deliver commitments and follow through on actions.

Age UK East Sussex reserves the right to review this job description from time to time to best suit the changing nature of the role in line with service needs. Any changes to this document will be made by mutual agreement.
I confirm that I have received and read the above Job Description and Person Specification.
As an employee of the Charity, I understand the duties and responsibilities assigned to me. Furthermore, I understand that these are intended as guidelines and may change over time, as necessary. From time to time, I understand I may be asked to perform duties and undertake responsibilities that are not specifically set out in my job description but are suitable for my role and level.

I confirm that I have received and read the above job description and person specification.
Employee Name............................................................................................................ 
Signature.......................................................................................................................
Date...............................................................................................................................
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