Project Coordinator
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The Project Coordinator will provide high quality administrative support to assist the delivery of the Investment Programme.
Working to support the Head of Programme Delivery, you will be coordinating and collating key information for the various workstreams to ensure the Head of Service has the complete details relating to programme delivery in an accessible format. 

You will provide general administrative support to update systems, maintaining accurate records relating to programme delivery and liaise across the wider asset investment team to support service delivery.
What are my key responsibilities?
· Receive phone calls and emails relating to the investment programme projects from both internal and external customers.
· Accurately log details of all enquiries using the IT systems, identify any relevant information required to support a resolution and ensure the actions are directed to the appropriate team and track through to completion.

· Raise purchase orders for works ensuring they are accurate and are sent to the appropriate managers for authorisation. Once authorised, send to the supplier. 
· Raise repairs orders and allocate surveys or visits where required.
· Accurately record and update property data in the asset management system. Generate reports and use datasets to help inform decision-making.
· Gather the appropriate reports and information and provide Key Performance Indicators to the management team each month relating to the Investment programme delivery.
· Accurately administer the Asset Management IT system to ensure all projects are correctly established and the key details are updated on a regular basis.
· Provide support to the Project Managers to ensure completion of works are accurately recorded on the Asset Management IT System in a timely manner.
· Update contractor details and maintain records of insurance and qualifications on contract files.

· Working closely with the Project Mangers, collate all project documentation to ensure we have received all the appropriate certification required. Upload the details into the electronic filing system.
· Support the Project Managers with letters to customers and leaseholders including the use of mail merge.

· Receive complaints allocated to the team, ensure they are sent to the appropriate colleague to respond. Collate the responses and draft the reply ready for approval. Maintain a register of complaints to ensure they are completed in time.

· Take notes and record action points from key contract or management meetings and ensure the notes are accurate and distributed on a timely manager and within 3 days of the meeting.
· Maintain the register of PPE allocated to the team and place orders for additional PPE when needed. 
· Producing reports, Excel documents and PowerPoint presentations as and when required. 
Relationships
· You will report to the Head of Programme Delivery, and work 
as 
part of a technical team focussed on delivering improvement 
works across our housing portfolio. 

· You’ll be expected to work collaboratively with colleagues and 
the wider business offering updates to a range of 
stakeholders in relation to investment programme matters
· You’ll also build and maintain effective relationship with external stakeholders such as partner organisations and contractors.

Role Requirements: 
· A general standard of education including GCSE English and Maths at grade C or equivalent level 2 qualification or qualified by experience to equivalent level.
· Recent and relevant experience of working in an administration function.
· The ability to use and update IT based information to compile and produce reports and spreadsheets

· Excellent communication skills, both written and verbal.
· Good organizational and time-management skills, with the ability to prioritise and work to deadlines and manage multiple projects simultaneously
· Recent experience and knowledge of information data systems
· Analytical skills with the ability to analyse data, review and reach a well-informed decision.
· Ability to work under pressure 
· Knowledge of the asset management function within a registered social landlord or similar.
· Ability to work as a team and individually to achieve common goals and improve quality of service(s).

· Strong attention to detail but can also see the bigger picture.
· Empathy for and a good understanding of our customer base, with the desire to always do the right thing for our customers.
· A good understanding of data and data collection
· Good letter writing skills

whg’s values and behaviours

At whg we have an ambitious aim to be an exceptional place to work that attracts, develops and retains talent. 
We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in the Corporate Plan identify the behaviours that we expect all colleagues to display at whg. 
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	Trustworthy

You can rely on us. We are honest in everything we do.



	[image: image2.png]



	Respectful

Valuing people and treating everyone with empathy and fairness.
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	Accountable

Taking responsibility for our actions and owning the delivery of our promises.
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	Collaborative

Achieving great things by working together.
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	Excellent

Striving to be the best and delivering the best outcomes for customers and the organisation.




Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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