
Workplace Coordinator
Role Profile
Role Overview
The Workplace Coordinator supports the smooth day-to-day operation of a corporate workplace, helping to deliver a positive, safe and efficient employee experience.
This role combines workplace operations, event coordination and space planning. It involves organising meetings and events, coordinating suppliers and on-site logistics, maintaining accurate occupancy information, and supporting team moves and workplace changes with minimal disruption.
The successful candidate will work closely with employees, managers, facilities teams and service partners. Flexibility to work occasional evenings or weekends is required to support larger events, moves and workplace changes.
Key Responsibilities
Workplace and Space Coordination
· Coordinate workplace locations, workpoints, desk allocations.
· Maintain accurate seating, occupancy, move and workplace-change records.
· Plan and deliver team moves safely, efficiently and with minimal disruption.
· Liaise closely with Security, Facilities and Building Operations teams.
· Support with helpdesk ticket coordination during periods of absence or leave.
Events and Client Support
· Coordinate internal and external client events, including calendars, room setups, suppliers and on-site logistics.
· Act as a key point of contact for the Events team, RE&S and other Microsoft stakeholders.
· Work closely with the Client Event Team and use its systems and processes effectively.
· Use Microsoft Teams confidently and develop knowledge of audiovisual systems.
Administration and Communication
· Manage location inboxes, general enquiries and event or workplace requests.
· Support cover for helpdesk tickets during periods of leave or absence. 
· Communicate clearly with colleagues and workplace users, setting and managing expectations in line with agreed service levels.
· Plan, prioritise and track multiple activities to ensure deadlines are met.
· Provide professional, efficient support to internal and external customers.
Safety, Compliance and Improvement
· Follow all client security, emergency and safety procedures.
· Contribute to risk assessments and safe systems of work, supporting a strong safety culture.
· Work with leadership to improve processes, procedures and systems.
· Travel between client locations when required to support operational needs.
Skills and Qualities
· Highly organised, with strong planning, prioritisation and time-management skills.
· Clear and confident written and verbal communicator.
· Skilled at building effective relationships with employees, managers, suppliers and service partners.
· Accurate and detail-focused, with the ability to maintain reliable plans, records and schedules.
· Calm, adaptable and solutions-focused in a fast-paced or ambiguous environment.
· Creative, diplomatic and comfortable managing several high-profile priorities at once.
· Self-motivated, innovative and able to use initiative while knowing when to seek support.
· Friendly, approachable and committed to professional service delivery.
· Committed to Sodexo culture, employee experience, health and safety.
· Flexible and willing to provide additional support when required.
Measures of Success
· Client and customer satisfaction.
· Consistent quality and reliability of service delivery.
· Effective leadership, collaboration and employee engagement.
· Rigorous management of results and operational priorities.
· Continuous improvement, innovation and positive change.
· Growth mindset, learning and development.
· Positive contribution to brand reputation and workplace experience.

