
	Circle Anglia Future Jobs Fund programme

Vacancy Notification Form
	





	RP/ Department details (NB.  This is the contact details of the Line Manager and RP or satellite office)

	Name of employer/ organisation placing the vacancy if different from Lead FJF Bid Holder:  

	Telephone number 01279 714765
	Fax number including STD code:



	Address:  

Number 1 Building 
The Causeway

Bishop Stortford
	Line Manager:  David Richardson

	
	Position:  Assistant Director of Property

	
	Tel no & ext:  01279 714765

	Postcode:  cm23 2er
	E mail address:  david.richardson@circleanglia.org


	Job location 

	Town or city: Bishop Stortford


	Postcode: CM23 2ER

	Government region: East Herts


	Vacancy Details

	Job Title: Property Services Team Administrator Assistant

	
	 
To assist the Team Administrator in the organisation and maintenance of an efficient office and support system, ensuring that all relevant data is up-dated on a timely basis.
1. Administration and processes for

· Scheduling of inspections for surveyors, assessments and pro-active telephone calls to customers. 

· Hard filing and distribution of documentation, and ensuring all relevant documents are electronically scanned.

· Handling and responding to customer complaints as directed within published timescales and general commitment to a Customer Services Guarantee.

· Updating data entries 
· Organising and administering  Tenant Satisfaction Surveys
· Collation of tenant satisfaction returns

2. Record Keeping

· Ensure all entries are recorded on the Orchard integrated system and other integrated systems.

· Ensure all certification is filed and distributed as necessary

· Record and manage “problem” repairs on a daily basis or at appropriate intervals seeking updates from contractors/surveyors/tenants

No CRB is required
Training will be provided to the candidate whilst in post




