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[bookmark: _Hlk210646481]Job Role:			Property Project Co-ordinator

[bookmark: _Hlk210646488]Responsible To:		Head of Strategic Asset and Development

Responsible For:		n/a

Directorate:			Asset & Investment 

Purpose:	As Property Project Co-ordinator, you will play a key role in projects that contribute towards delivery of our corporate plan’s aims and objectives, ensuring that we reduce our carbon footprint, reduce the cost to our residents of living in our homes, and by ensuring that we are making the best use of our assets.
You will be key to ensuring successful project delivery, but also in providing an excellent customer experience, the provision of excellent homes and a sustainable business in every sense.


Key Achievement Areas and Responsibilities

[bookmark: _Hlk210646556]Co-ordinate the planning and delivery of projects across our housing stock, ensuring compliance with our internal and external requirements, with oversight from the Head of Service.

Maintain accurate project records, ensuring for example, progress reports, site inspections, completions, data updates, valuations of work, invoicing and payments are correct and recorded.

Ensure there is good communication, engagement and understanding with our residents and other project stakeholders so that expectations are managed and information is shared.

Assist with monitoring progress, contract/contractor performance, ensuring quality, health and safety, progress, and customer satisfaction standards are met.

Assist and support with funding applications, progress reporting, funding drawdown and similar, for government or local authority schemes and initiatives.

Assist with associated audits, budget management, internal and external communications, and procurement.

Bring your skills, your ideas and your initiative to the role.

Carry out any other task as directed by the Head of Service consistent with the objectives of the post.



Health and Safety Responsibilities

1. Take responsibility for own Health & Safety and not to put others at risk. 

1. To follow all guidance, policies and procedures associated with health and safety and ensure any risk assessments for this role have been read and understood.

1. To comply with all health and safety legislation and regulations associated with the role. If in doubt, contact the Health and Safety Team for help and support.

	No job profile can cover every issue, which may arise within the post at various times and the jobholder is expected to carry out other duties requested from time to time.
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