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	Function:
	Government UK & Ireland, Property Professional Services

	Job:  
	Asset Coordinator

	Position:  
	Asset & PPM Coordinator

	Job holder:
	n/a

	Date (in job since):
	n/a

	Immediate manager 
(N+1 Job title and name):
	Assurance & Compliance Manager

	Additional reporting line to:
	

	Position location:
	Hybrid (3 days a week based in Salford Office & 2 days a week remote)

	


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

	This is an exciting opportunity to work within a dynamic team of Asset Management professionals on a large estate ( c.700 sites), supporting a Government contract within the UK.
The purpose of this role is to support the effective management of the client’s estate by ensuring that asset and PPM change processes, compliance assurance activities, and remedial actions are accurately coordinated, controlled, and recorded.
The Asset & PPM Change Coordinators will act as the first point of contact for asset change control, compliance audit support, remedial tracking, and mailbox management, helping to ensure that asset data, PPM schedules, and statutory compliance records remain accurate, auditable, and fit for purpose to support safe and compliant estate operations.

	


	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· .


Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	







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

	Context
Sodexo has been appointed as the client’s Performance Partner for the next 5 years. 
· The Performance Partner manages FM services delivered by the client supply chain of 4 TFM suppliers.
· Operating in a dynamic and evolving environment with changes in the portfolio and supply chain.
Main Issues
· Managing a continuous flow of asset and PPM change requests arising from projects, remedial works, audits, and operational activity
· Maintaining accurate, up-to-date asset data and compliance records in CAFM and related systems
· Tracking and reviewing remedial actions arising from audit findings or compliance failures
· Operating within strict information security, data quality, and governance requirements
· Be willing to support other members of the contract team to minimise the impact on service levels and contractual obligations.



	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· Manage the asset and PPM change control process, ensuring all changes are validated, approved, and accurately reflected in CAFM systems
· Coordinate updates to the asset register and PPM schedules following asset replacement, installation, decommissioning, or scope change
· Support compliance audits by preparing evidence, coordinating responses, and maintaining audit trails
· Review and monitor remedial actions arising from audits, inspections, or compliance reports, tracking progress to closure
· Liaise with supply chain and internal teams to obtain accurate data, certification, and evidence of completion
· Manage the Asset & Coordinator shared mailbox, prioritising requests, logging actions, and ensuring timely responses
· Monitor incoming asset change forms, compliance queries, and general asset management requests
· Carry out data quality checks and validation to identify gaps, inconsistencies, or non-compliance within asset and PPM data
· Produce reports and summaries to support the Asset Manager and Technical Assurance teams
· Ensure all activities follow agreed change control, data governance, and assurance processes
· Provide flexible support to the wider contract team to maintain service delivery and compliance outcomes





	6.  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.

	· Accurate and timely recording of asset and PPM changes within systems
· Robust coordination and evidence support for compliance audits
· Clear visibility and tracking of remedial actions to completion
· Effective management of the asset and coordinator mailbox and workload priorities
· Maintenance of high-quality, auditable asset and compliance data sets



	7.  Person Specification – Indicate the skills, knowledge, and experience that the job holder should require to conduct the role effectively

	Essential
· Understanding of facilities management and property assets
· Experience of asset registers, PPM schedules, and compliance data
· Experience working with CAFM / CMMS systems
· Strong administrative, coordination, and data management skills
· High attention to detail and quality-driven approach
· Ability to manage multiple workstreams and priorities
· Confident communicator with internal teams and supply partners
· Proficient in Microsoft Office, particularly Excel, Outlook and Microsoft Planner
Desirable
· Experience supporting compliance audits or technical assurance activities
· Understanding of statutory compliance requirements within FM/property services ( SFG20)
· Experience tracking remedials or action plans
· Knowledge of asset change control processes
Applicants need to be eligible to pass security vetting to a high standard




	[bookmark: _Hlk521439174]8.  Competencies – 

		· Client & Customer Satisfaction / Quality of Services provided 
	· Innovation and Change 

	· Rigorous management of results 
	· Quality and compliance mindset

	· Strong written and verbal communication
	







	9.  Management Approval – To be completed by document owner

	
	Version
	1.0
	Date
	05/052026

	Document Owner
	Rena Theocharidou






	[bookmark: _Hlk47417219]10.  Employee Approval – To be completed by employee

	
	Employee Name
	
	Date
	







Technical & Asset Manager


Assurance & compliance Manager


Survey Lead


Surveyor


Lead Asset Coordinator


Asset Coordinator


Asset Coordinator
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