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Job Description
Asset Co-Ordinator


	Function:
	Operational

	Position:  
	Asset Co-Ordinator

	Job holder:
	TBC

	Date (in job since):
	TBC

	Immediate manager 
(N+1 Job title and name):
	Head of Estates

	Additional reporting line to:
	Site Director

	Position location:
	Hereford County Hospital

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	
· Support the effective management and accuracy of asset data within Hereford County Hospital, ensuring all physical assets are correctly recorded and maintained on the CAFM system (Maximo)
· Work closely with the Interim Asset Manager to validate and embed verified asset information into business‑as‑usual processes





	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Review and validate asset information following physical verification activities, ensuring records are complete, accurate and up to date within Maximo
· Reconcile verified asset data against existing CAFM records, identifying gaps, discrepancies and data quality issues
· Update and maintain asset records to reflect verified condition, location, attributes and lifecycle data
· Liaise with the Projects Team to ensure all asset handovers associated with Contract Change Notices (CCNs) are fully captured and documented
· Ensure asset data arising from project delivery and CCNs is accurately recorded both historically and for future asset management purposes
· Maintain robust audit trails for asset changes in line with PFI contractual requirements and governance standards
· Support compliance with asset management procedures, statutory obligations and internal controls
· Assist with asset data reporting, assurance and validation activities as required
· Adherence to all Sodexo policies, procedures and strategies for example ZHM, RBS and Rules of Conduct
· To act as a brand ambassador for Sodexo
· To follow reasonable management instructions as this list is not exhaustive




	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Work in close collaboration with the Interim Asset Manager to transition verified asset information into live operational systems
· Liaise with the Projects Team to coordinate timely and accurate asset handover information
· Work closely with the Technical Administrator to ensure technical documentation, asset data and supporting records are aligned and correctly maintained
· Collaborate with the Helpdesk Manager to ensure asset data supports effective reactive and planned maintenance delivery
· Engage with the Estates team to validate asset information and support operational requirements
· Act as a key point of contact for asset data queries within the Hard Services delivery team




	4.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
· Reconcile verified asset data against existing CAFM records, identifying gaps, discrepancies and data quality issues
· Ensure asset data arising from project delivery and CCNs is accurately recorded both historically and for future asset management purposes
· Maintain robust audit trails for asset records and changes in line with PFI contractual requirements, verified condition, location, attributes and lifecycle data and governance standards
· Support compliance with asset management procedures, statutory obligations and internal controls





	2. 5. Competencies

	· Manages ambiguity
· Being resilient
· Collaborates
· Optimises Work Processes
· Cultivates Innovation
· Drives results




	6. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	Skills & Experience (Indicative)
· Experience in asset management, estates or facilities management, ideally within a healthcare or PFI environment
· Strong working knowledge of CAFM systems, particularly Maximo
· High attention to detail with a strong focus on data accuracy and governance
· Ability to work collaboratively across technical, operational and project teams
· Strong communication and organisational skills
· Methodical, process‑driven and able to manage competing priorities
· Dedicated to continuing professional development
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