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	Job Description
Service Coordinator/Administrator






	Function:
	MTS Health Ltd

	Position:
	Service Coordinator/Administrator

	Job holder:
	TBC

	Date (in job since):
	N/A

	Immediate manager
(N+1 Job title and name):
	Regional Team Leader / Service Manager

	Additional reporting line to:
	Head of Operations - Biomedical

	Position location:
	Duncan Macmillan House, Nottingham, NG3 6AA

	Grade:
	TBC

	Salary:
	Up to £28,000 per annum, depending on experience



	1. Purpose of the Job

	The Service Coordinator/Administrator is the primary administrative and service-coordination point for MTS Health's medical equipment maintenance service based at Duncan Macmillan House.
The role coordinates the planned preventative maintenance programme, reactive repair requests, engineer schedules, Trust communications, workshop receipt and dispatch, eQuip records and service documentation. The post holder ensures that every open job has an accurate status, a responsible owner, a clear next action and the evidence needed for contract reporting and invoicing.
This role supports technical service delivery but does not make engineering decisions. Engineers remain responsible for technical findings, equipment safety, authorisation of repairs and technical completion.



	2. Dimensions

	
•  Full-time role, primarily based on site and supporting a multi-site, PPM-led medical equipment maintenance contract based within the Trust-provided MTS workshop at Duncan Macmillan House (but flexible working arrangements are also in scope).
•  Flexible working arrangements may be considered, including a combination of on-site and off-site hours, provided service requirements and effective on-site coverage are maintained. Any arrangement will be agreed with the manager.
•  Coordinates planned maintenance, reactive repairs, equipment movements, third-party activity, quotes, approvals and service documentation.
•  Maintains the daily eQuip workflow queue, a rolling four-week PPM view, weekly ageing and exception reporting, and monthly contract information.
•  Works closely with MTS engineers, the Regional Team Leader or Service Manager, Trust contacts, suppliers and MTS support functions; the role has no direct reports.



	3. Organisation chart
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	4. Context and main issues

	The post operates within a live healthcare environment where planned work must be coordinated around clinical activity and equipment availability. The main challenges are:
•  Maintaining an achievable PPM programme across multiple Trust locations and confirming that equipment will be available for service.
•  Keeping accurate control of completed, open, overdue, failed, Not Found and Not Made Available work, including revisits and escalation.
•  Responding promptly to breakdown requests and changing priorities while protecting planned maintenance delivery.
•  Maintaining accurate job, asset, engineer-time, parts, approval and purchase-order evidence for chargeable repairs and invoice support.
•  Controlling workshop receipt, storage, handover and dispatch so that equipment and records remain traceable.
•  Following MTS quality, information-governance and financial controls, together with applicable Trust access, infection-prevention and safety arrangements.





	5. Main assignments

	PPM planning and site coordination
•  Maintain a rolling four-week view of PPM due, booked, completed and at-risk work.
•  Issue agreed due lists, arrange engineer attendance and confirm site access, contacts and equipment-presentation arrangements.
•  Track missed and incomplete PPMs using the agreed reason codes, arrange confirmed revisits or mop-up activity, and escalate repeated access or availability issues.
Reactive maintenance and workflow control
•  Log repair requests in eQuip on the same working day and capture the customer, site, asset, reported fault, priority, date received and contact details.
•  Allocate or coordinate work in line with competence, geography and the applicable response requirement; acknowledge requests and communicate attendance arrangements.
•  Maintain meaningful job notes, status, responsible owner and next-action date. Review ageing and workflow exceptions each working day and escalate risks promptly.
•  Provide regular customer updates for open repairs and send completion confirmation once technical completion has been authorised.
Records, paperwork and technical boundaries
•  Process engineer service paperwork, certificates and supporting evidence accurately and promptly.
•  When a failed PPM is identified, create the linked repair job from the engineer's evidence. The engineer retains ownership of diagnosis, repair, safety decisions and technical closure.
•  Do not administratively close or release work unless the required technical authorisation, test results and approvals are present.
Workshop, supplier and equipment coordination
•  Record equipment receipt, condition, eQuip registration, location, completion, customer notification and dispatch as distinct stages.
•  Arrange collections, deliveries, site visits, parts, OEM or specialist attendance and follow-up actions, maintaining traceability until return or closure.
•  Reconcile equipment held in the workshop with the job register and escalate any discrepancy immediately.
Commercial administration and reporting
•  Coordinate quotations, customer approvals and purchase orders for chargeable repair activity, parts and approved third-party work.
•  Check that engineer time, parts, user-damage information, applicable out-of-hours activity and supporting evidence are recorded correctly before invoice preparation.
•  Prepare weekly PPM and ageing reports and contribute accurate information to the monthly KPI and contract-performance pack.
•  Support meetings, audits, data-quality reviews and continuous improvement of contract workflows.



	6. Accountabilities

	Key outputs
•  A controlled and achievable PPM schedule with clear visibility of completed work, open exceptions and recovery actions.
•  Accurate eQuip records in which every open job has a current status, named owner, meaningful notes and a dated next action.
•  Timely and professional communication with Trust stakeholders, engineers and suppliers throughout each job.
•  Complete, auditable evidence supporting service reporting, commercial approvals, purchase orders and invoicing.
•  Traceable receipt, storage, movement and dispatch of equipment handled through the workshop.
Performance measures
•  Timeliness and accuracy of job creation, allocation, updates and customer communications.
•  PPM booking, completion, exception recovery and escalation performance against the contract plan.
•  Open-job data completeness, ageing control and reduction of avoidable unowned or inactive jobs.
•  Accuracy and timeliness of service documentation, quotation, purchase-order and invoice-support records.
•  On-time production of agreed weekly and monthly reports and completion of audit actions.
Key stakeholders
Internal: Regional Team Leader or Service Manager, field engineers, technical support, Finance, Procurement and Head of Operations.
External: Trust Estates and medical-device contacts, clinical departments, OEMs, approved third-party providers and logistics partners.



	7. Person Specification

	Essential
•  Experience in administration, service coordination, scheduling, maintenance support or another role involving control of customer requests and operational workflows.
•  Strong planning and organisational skills, with the ability to manage competing priorities and follow actions through to completion.
•  High level of accuracy when entering data, checking documents and maintaining records.
•  Confident written and verbal communication with customers, engineers, managers and suppliers.
•  Competence in Microsoft Outlook, Word and Excel, including filtering, checking and presenting operational information.
•  Able to work independently, manage a primarily on-site workload and contribute positively to a wider regional team.
•  A practical, calm and customer-focused approach to urgent requests, delays and changing priorities.
Desirable
•  Experience in healthcare, medical devices, engineering maintenance, facilities management or another regulated service environment.
•  Experience of a CMMS or service-management system; eQuip training will be provided.
•  Experience coordinating PPM and reactive maintenance, equipment collections or workshop activity.
•  Experience handling quotations, purchase orders, parts, invoices or third-party supplier administration.



	8. Competencies

	Client and customer focus
	Essential

	Planning, organisation and ownership
	Essential

	Quality, accuracy and attention to detail
	Essential

	Communication and teamwork
	Essential

	Continuous improvement and adaptability
	Desirable
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