Job Description: Facilities Administrator
Location: TU Dublin Grangegorman Campus
Employer: Sodexo
Working Hours: Monday to Friday, 08:00–17:00
Reports to: Facilities Manager / Site Lead
Job Purpose:
To provide efficient and professional administrative support to the Facilities Management team at TU Dublin Grangegorman. The Facilities Administrator plays a key role in ensuring smooth day-to-day operations, supporting service delivery, compliance, and customer satisfaction across the site.
Key Responsibilities:
Administrative Support
Maintain accurate records, reports, and documentation related to facilities operations.
Manage correspondence, filing systems, and databases.
Prepare meeting agendas, minutes, and presentations as required.
Helpdesk & Customer Service
Act as the first point of contact for facilities-related queries.
Log, track, and follow up on service requests and work orders using CAFM systems.
Liaise with internal departments and external contractors to ensure timely resolution of issues.
Compliance & Reporting
Assist with audits, inspections, and compliance documentation.
Support health & safety initiatives and ensure adherence to Sodexo and TU Dublin policies.
Generate regular reports on service performance, maintenance schedules, and KPIs.
Procurement & Inventory
Support procurement activities including raising purchase orders and tracking deliveries.
Maintain inventory of office and facilities supplies.
Coordination & Scheduling
Coordinate room bookings, maintenance schedules, and contractor visits.
Support event setup and logistical arrangements on campus.
Skills & Experience Required:
Previous experience in a facilities, administrative, or customer service role.
Strong organisational and multitasking skills.
Excellent communication and interpersonal abilities.
Proficiency in Microsoft Office Suite and familiarity with CAFM systems (e.g., Maximo, Planon).
Ability to work independently and as part of a team in a fast-paced environment.
Desirable:
Experience working in an educational or public sector environment.
Knowledge of health & safety and facilities compliance standards.
Familiarity with Sodexo operational procedures and values.
