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FM Systems Mobilisation & Deployment Co-ordinator







	Function:
	Tech & Services

	Position:  
	FM Systems Mobilisation & Deployment Co-ordinator

	Job holder:
	Existing

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	FM Systems Mobilisation & Deployment Manager, Fozia Amin

	Additional reporting line to:
	

	Position location:
	Salford office with client / business site visits as required

	


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

	To co-ordinate the demand intake and support triage of the deployment of FM Services CMMS systems and processes, ensuring the operational teams are capable of meeting contractual requirements through the use of Sodexo’s CMMS. 
To monitor, track and update the deployment stage gate process ensuring data and change management protocols are adhered to and deadlines are met, enabling the operational team to utilise these systems effectively to meet contractual needs, asset management services and deliver technical compliance. 
To prepare and distribute reporting packs to assist with SLA and KPI tracking
To manage communication to the wider business, including the team mailbox, ensuring regular engagement with segments
To assist with deployment administrative tasks as advised by FM Systems Mobilisation and Deployment Team
To work collaboratively with onsite FM system support teams at the DigiHub and across the FM Platform
To undertake tasks as instructed by the FM Systems Mobilisation & Deployment Manager and Senior FM Systems Mobilisation & Deployment Specialist
To assist with other teams across the FM Platform as required.



	


	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 FY23:
	
	EBIT growth:
	
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	

	
	
	EBIT margin:
	
	
	
	
	
	
	

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

	
	
	Cash conversion:
	
	
	
	
	
	
	

	













	1. Team includes headcount of 8
1. Team will be managing up to 20 discreet deployment projects at any one time
1. Individual deployments typically last 3 months with stabilisation a further 3 months


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.

	


TBC





	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.

	
· Co-ordinating the expectations of staff who are being exposed to change of both organisation and IT system simultaneously
· Promoting use of systems to ensure we achieve the contract’s compliance targets.
· Differing levels of hard and soft services understanding by operational staff
· Change of contract scope or timeframes
· Managing large volumes of data and manipulating into templates via excel
· Ensuring both internal and external communication are clear, accurate and concise. 
· Collaboratively working with a variety of stakeholders with differing needs and capabilities
· Liaising with internal departments to ensure all mobilisation and deployment requirements are met and exceeded within agreed timeframes 




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

	Demand Intake & Deployment Coordination
· Act as the first point of coordination for FM Services CMMS deployment requests, supporting demand intake and initial triage.
· Log, track, and maintain accurate records of deployment requests through agreed intake and prioritisation processes.
· Support the FM Systems Mobilisation & Deployment team in assessing demand against capacity, contractual scope, and deployment readiness.
· Coordinate deployment activities across multiple sites or contracts, ensuring alignment with mobilisation timelines.
Stage Gate, Data & Change Management
· Monitor and update the FM systems deployment stage gate process, ensuring each stage is completed and evidenced.
· Track key milestones, dependencies, and deadlines, escalating risks or slippage as required.
· Ensure data governance, asset data, and configuration inputs meet required standards prior to deployment and go‑live.
· Support adherence to change management protocols, ensuring changes are logged, approved, and communicated correctly.
SLA, KPI & Performance Reporting
· Prepare, maintain, and distribute reporting packs to support SLA and KPI monitoring.
· Collate deployment progress, compliance status, and system readiness data for internal and operational stakeholders.
· Support analysis of deployment performance, identifying trends, risks, or improvement actions.
· Maintain trackers and dashboards to provide visibility of deployment status and contractual obligations.
Communication & Stakeholder Engagement
· Manage and monitor the team mailbox, ensuring queries are acknowledged, responded to, or routed appropriately.
· Coordinate communications to the wider business, ensuring clear and timely updates on deployments, timelines, and actions.
· Maintain regular engagement with FM segments, sites, and account teams during mobilisation and deployment phases.
· Support preparation of communications for go‑live, handover, and early-life support periods.
Deployment Administration & Support
· Provide administrative support to the FM Systems Mobilisation & Deployment team, including meeting coordination, minutes, and action tracking.
· Maintain deployment documentation, templates, registers, and audit trails.
· Support onboarding activities related to CMMS access, training coordination, and deployment readiness checks.
· Assist with collation of contractual evidence linked to asset management and technical compliance.
Collaborative Working
· Work closely with onsite FM system support teams, DigiHub colleagues, and the wider FM Platform to support successful deployments.
· Act as a coordination link between operational teams, system support, and deployment managers.
· Support cross‑team collaboration to resolve deployment issues and support continuous improvement.
Ad Hoc & Manager‑Led Activities
· Undertake tasks and activities as directed by the FM Systems Mobilisation & Deployment Manager.
· Provide flexible support to other FM Platform teams where required, contributing to wider mobilisation and deployment objectives.
· Support improvement initiatives, process refinement, and documentation updates relating to FM systems deployments.




	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.

	
· FM Services CMMS deployments are supported and coordinated so that operational teams are ready to use systems and processes effectively, enabling them to meet contractual, asset management, and technical compliance requirements at go‑live.
· Deployment stage gate progress, data readiness, and change management controls are maintained accurately, ensuring deployments progress in line with agreed timelines, governance standards, and quality expectations.
· Accurate and timely reporting packs are produced and distributed, providing stakeholders with clear visibility of deployment status, SLA delivery, and KPI performance to support informed decision‑making.
· Communications relating to FM systems mobilisation and deployment are coordinated effectively across the business, ensuring stakeholders are informed, engaged, and aligned throughout the deployment lifecycle.
· The FM Systems Mobilisation & Deployment team and wider FM Platform are supported through effective coordination, administration, and collaboration, enabling smooth deployment delivery and continuity of service.





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

	
· Experience of project managing and co-ordinating implementation of digital business systems
· An understanding of project management practices
· Acumen with managing multiple projects at any one time.
· Excellent planning and organisational skills
· Attention to detail, quality driven approach
· Excel proficiency with strong data manipulation skills
· Ability to communicate with all levels of the organisation 
· Ability to work on own initiative and self-manage time 
· Strong Influencing skills
· Good judgment and decision-making skills.
· A self-driven leader who wants to enhance colleague and client deployment experiences. To foster a culture of trust, teamwork, and continued improvement both personally and professionally.
· Thrive in a fast-paced environment with rapidly changing priorities
· Good knowledge of how CMMS data and processes support hard services delivery
· Good knowledge of hard services facilities management 


Desirable
 
· An understanding of Asset Management Systems/ISO55001
· Change management experience
· Knowledge of helpdesk functionality 

Other relevant information

· This is not a system installation/configuration/architectural or development role.  
· This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties and responsibilities to be undertaken. It does not attempt to detail every activity. Specific tasks and objectives will be agreed with the post holder at regular intervals. The post holder will be required at all times to perform any other reasonable task, as requested by the Line Manager in order to meet the operational needs of the business. 




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
· Employee Engagement
· Brand Notoriety
· Rigorous management of results
· Growth, Client & Customer Satisfaction / Quality of Services provided
· Change and Innovation
· Planning and Organising




	9.  Management Approval – To be completed by document owner

	
	Version
	V1.0
	Date
	14 Apr 2026

	Document Owner
	Fozia Amin
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