€= Camden JOB PROFILE

M&E PPM
Administrator

Salary Range: £34,580 - £36,917
Location: Holmes Road Depot
Contract: Full time/Permanent

Reports to: John Stow - Mechanical and Electrical
Operations Manager

For the Rebellious ﬂ‘ L

www.camdenjobs.co.uk



About the role

As the M&E PPM Administrator you’ll support the Mechanical and Electrical team to effectively
organise and administer data for contracted works and internal service areas within housing.
You'll support our contract managers in the recording, updating and processing
works/documents on the systems. You will also assist in the day-to-day administration, inputting
data, enquiries and correspondence for programmes of work, repairs and contracted works
across the Mechanical and Electrical team.

The things you’ll achieve

Provide an effective administrative support function based in the Mechanical and Electrical
team, ensuring that full support is provided in a consistent and professional manner.

Provide an effective contract support function across all teams within Property Management,
ensuring that full support is provided in a consistent and professional manner. Ensuring that
staff absences are covered through the team’s knowledge of all areas of work. - To provide
support to the team in organising effective management of contract and service area
requirements - To positively contribute to the development of the team and accessibility for
advice and guidance to other teams across the division and further afield.

To maintain and update systems for relevant service areas within Mechanical and Electrical
team services, including but not limited to M&E servicing, repairs and operations, capital
works, void properties, and contracted services.

Accurately update and maintain the property records relating to compliance and completed
works, including document management and processing of certification.

To assist in pro-actively providing a full office management function, ensuring all

equipment and facilities are maintained, and all consumables replenished and available as
and when required.

To assist in coordinating communication and correspondence for service area to support effective
Mechanical and Electrical delivery.

For the Rebellious
www.camdenjobs.co.uk




About you

Experience

You have
Intermediate MS Excel and MS Word
- Experience working in a busy office
environment and able to manage
workload and prioritise effectively.
- Ability to produce reports of
outstanding actions in transparent
formats.
- Good record management skills
- Ability to administer documents
and certification within process and
with close attention to detail in
recording and inputting data.
- Good understanding of ICT systems
(rapid)and software packages

- Ability to work proactively to solve
problems.

- Ability to develop good working
relationships and effective negotiation and
communication skills.

- Ability to liaise with other teams as
required, including monitoring legal action
for non-access, and instigating Housing
Investigations, when appropriate.

Other important stuff...

Work environment

You’ll work from Holmes Road Depot with the possibility of 1 day a week from home.

Who you will be working with

Communicating with internal staff across all levels, residents, Tenant and Resident
Associations (TRAs), Members, consultants and contractors in relation to Property
Services.
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