Job Description
 ️ We're Hiring: Helpdesk Administrator ️
  Location: Across our PPP Contracts
  Hours: 39 hrs/week (between 07:45 - 18:00, Mon–Fri)
  Salary: €36,000 per year
 Type: Permanent, Salaried Role
 Be the First Point of Contact!
We're on the lookout for a motivated, organised, and proactive Helpdesk Administrator to join our vibrant team! As part of our Administration department, you’ll provide first-line helpdesk support, interfacing with Facilities Management teams and clients.

 Your Main Duties Will Include:
 Logging, updating & closing helpdesk requests
 ️ Liaising with site teams to resolve issues
 Using CMMS software to track and categorise work orders
 Helping to prepare monthly reports
 Answering supplier queries & processing invoices
 Supporting contract managers with admin tasks
 Assisting with payroll, timesheets, and basic bookkeeping
 What We’re Looking For:
Strong admin & customer service skills
Advanced Excel, plus Outlook & Word proficiency
Office experience, especially contract support
Detail-focused with excellent communication
Self-driven, organised & calm under pressure
Bookkeeping and account support skills a plus!
 Why You’ll Love It Here:
Permanent position with a reliable salary
Dynamic, supportive work environment
Clear career progression
Engage with varied teams across multiple sites
Make a real impact on operations







About The Role
1. Logging Updating and closing Requests on the helpdesk System.
1. Contacting the relevant site ensuring that the requested task is issued to the relevant site person. 
1. Liaise with key teams on all sites (for example site FM, caretakers or cleaning staff) to ensure all issues are resolved.
1. Ensuring all work orders have been accurately created, assigned, prioritised and categorised in line with contractual KPI's and SLA's. Required to use CMMS software.
1. Analyse helpdesk open call reports ensuring that they are progressed in accordance with contractual timescales.
1. Assist in the preparation of monthly reports for our contracts by providing information required in a timely manner. 
1. Maintain and update all data records as requested. 
1. Posting of invoices to our Accounts system and ensuring that all costs have been approved by the relevant person 
1. Processing payroll when needed and assist with on site time management systems administration
1. Addressing Supplier queries.
1. Assist with Month end closing of accounts.
1. Support the team and Contract/Facilities Managers in day-to-day contract administration.
1. Assist with the placing or purchase orders for goods or services for the PPP contracts
1. Provide audit support to track actions following internal and external site reviews
1. Provide support to contract management with general office administration – minuting meetings, documentation management
1. Ad hoc duties as required.
What We’re Looking For
1. An understanding of contracts and key performance indicators.
1. Experience in using Excel at advanced level. Experience with Outlook and Word.
1. Previous experience in a similar role in an office administration 
1. Exemplary attention to detail and excellent communication skills.
1. Self-motivated, enthusiastic and professional.
1. Proven ability to work under pressure. 
1. Strong customer service and administration skills.
1. The ability to make decisions, take ownership and use your own initiative to resolve problems.
1. Ability to complete basic bookkeeping & accounts duties

