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	Function:
	

	Position:
	Workplace Coordinator 

	Job holder:
	

	Date (in job since):
	

	Immediate manager (N+1 Job title and name):
	Aleksandra Szponka – Workplace Experience Manager

	Additional reporting line to:
	

	Position location:
	Limerick – Riverview House Harvey’s Quay

	Contract / hours:
	40hrs/month



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

	The Workplace Coordinator is responsible for supporting the smooth day-to-day operation of the office environment. This includes facilities coordination, stock management, open-space readiness, administration support, contractor liaison, health and safety-related tasks, and basic IT coordination to ensure the workplace remains safe, organised, well-stocked, and operational.



	2. Main assignments - Main activities and duties to be conducted in the job

	Manage office stock levels, including catering supplies, beverages, consumables, stationery, cleaning products, access cards, canteen stock, and event-related items.
Place and track orders for office supplies, catering requirements, cleaning consumables, stationery, and other workplace materials.
Maintain open office spaces, including print stations, stationery cupboards, hot desks, desk equipment, cable management, and general office readiness.
Coordinate locker allocation, locker labels, locker logs, and lock repairs where required.
Carry out regular workplace checks, including toilet checks, desk equipment checks, cleaning stock checks, audits, and facilities readiness checks.
Provide reception cover and support front-of-house operations when required.
Coordinate cleaning services, including monthly meetings with cleaning staff, weekly hours reports, VISA documentation checks, RAMS, toolbox talks, and cleaning-related records.
Log, update, comment on, and close workplace tickets , ensuring issues are followed through to completion.
Arrange catering for office events, process catering invoices, and maintain accurate records of catering orders.
Monitor planned preventative maintenance activities, including checks for dryers, emergency assistance alarms, water temperatures, fire doors, AED equipment, and related facilities items.
Coordinate repairs, maintenance works, waste management, sink flushing routines, subcontractor visits, estimates, and required approvals.
Manage IT and access support tasks, including allocating IT equipment, maintaining Comms Room stock records, supporting Cork-based IT staff, and creating or deleting employee access cards.
Prepare and distribute key workplace reports, including PPM updates, DHL recharge information, weekly event analysis reports, and other relevant administration updates.





	4. Accountabilities - Key outputs of the position

	The key challenge is balancing many practical, administrative, and reactive tasks while ensuring the workplace remains safe, organised, and fully operational.



	5. Dimensions - Main volumes and indicators managed by the position

	· 



	6. Job profile - Qualifications, experience, competencies and skills required

	· Strong organisational and time-management skills.
· Ability to manage multiple tasks and priorities in a busy office environment.
· Good communication skills and the ability to liaise with staff, contractors, suppliers, and internal stakeholders.
· Attention to detail when maintaining logs, records, audits, reports, and stock levels.
· Practical problem-solving skills and a proactive approach to workplace support.
· Basic IT awareness and confidence handling workplace equipment and access card processes.
Understanding of workplace health, safety, and facilities procedures is desirable.



	7. Health and Safety - Site safety and emergency procedures

	




	8. Security, Environmental and General - Standards and policy compliance

	



	9. Organization chart
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	Date: ______________________

	Job holder: __________________________
	Immediate Manager: __________________________
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