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JOB DESCRIPTION

Job Title:

Facilities Administrator
Accountable to:
Head of Housing
Job Purpose:
To provide administrative support for all facilities, maintenance, health and safety, and compliance activities across YMCA sites. The postholder will be responsible for maintaining accurate records, coordinating maintenance works and contractor appointments, supporting compliance monitoring, and undertaking routine health and safety checks and tasks to help ensure all YMCA properties remain safe, compliant, and well-maintained
Responsible for:
The administration and coordination of maintenance, facilities, health and safety, and compliance activities across all YMCA sites. To ensure records are accurately maintained, inspections are scheduled and monitored, and all facilities-related information is kept up to date in line with YMCA policies and statutory requirements.
Key Responsibilities
1. General Maintenance and Repairs
· Receive, record, monitor, and track maintenance requests from staff and residents.
· Raise maintenance jobs and liaise with contractors and suppliers as required.

· Schedule repairs, inspections, servicing appointments, and planned maintenance activities.

· Monitor the progress of works and ensure completion records are obtained and filed.

· Support the Facilities Team, Retail Team and Housing Management Team by maintaining maintenance schedules and action logs.

· Produce reports on outstanding works, completed repairs, and contractor performance.
2. Health & Safety Administration
· Maintain accurate health and safety records, logs, and compliance documentation.

· Ensure statutory inspection and testing schedules are maintained and monitored.

· Record outcomes of inspections, audits, incidents, and corrective actions.

· Assist in preparing documentation required for health and safety audits and inspections.

· Support the implementation of the organisation's Health and Safety policies and procedures.

3. Compliance Monitoring
· Maintain compliance records relating to fire safety, water hygiene, emergency lighting, electrical testing, gas safety, asbestos, and other statutory requirements.

· Monitor expiry dates and renewal requirements for all compliance certifications.

· Liaise with contractors to arrange compliance checks and inspections.

· Ensure certificates and inspection reports are received, recorded, and stored appropriately.

· Escalate overdue or outstanding compliance actions to management.

4. Health & Safety Operational Tasks
· Conduct and record routine water temperature monitoring and water flushing in accordance with legionella procedures.

· Organise, monitor, and document fire drills across all sites.

· Undertake routine health and safety inspections as directed.

· Carry out weekly and monthly health and safety checks including fire safety equipment inspections where appropriate.

· Report hazards, defects, and areas of non-compliance promptly.

5. Appointment and Contractor Management
· Arrange appointments with contractors, service providers, and inspectors.

· Act as the main point of contact for facilities-related appointments.

· Maintain contractor records, insurance documentation, and service agreements.

· Ensure contractors comply with site procedures and signing-in requirements.

· Coordinate access to properties and facilities for maintenance and compliance works.

6. Record Keeping and Reporting
· Maintain accurate digital and paper records relating to facilities, maintenance, and compliance activities.

· Update property management systems, spreadsheets, and databases as required.

· Produce regular reports for management on maintenance, health and safety, and compliance performance.

· Ensure information is stored in accordance with data protection and confidentiality requirements.

7. General Duties
· Work collaboratively with the Facilities Team, Housing Team, Retail Team and external contractors.

· Attend meetings and training as required.

· Develop personal and professional skills through ongoing training and development opportunities.

· Undertake any other duties consistent with the nature and level of the post.

Person Specification
Essential:
· Previous experience in an administrative, facilities, property, or compliance-related role.
· Excellent organisational and administrative skills.

· Strong attention to detail and ability to maintain accurate records.

· Good IT skills including Microsoft Office applications.

· Ability to manage multiple tasks and meet deadlines.

· Good communication and interpersonal skills.

· Ability to work independently and use initiative.

· Understanding of confidentiality and data protection requirements.

· Willingness to undertake an enhanced DBS check.

Desirable:
· Experience within supported housing, social housing, charity, care, or property environments.
· Knowledge of health and safety legislation and compliance requirements.

· Experience coordinating contractors and maintenance services.

· Familiarity with fire safety, legionella control, and building compliance requirements.

· Health and Safety qualification or related training.

· Full Clean UK Driving Licence.
Values and Expectations
· Commitment to the YMCA’s mission and Values supporting vulnerable clients.
· Respect for diversity, equality, and inclusion in all aspects of work.

· Willingness to be flexible and contribute to a team-oriented, resident-focused environment.
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