JOB DESCRIPTION  |   MANAGEMENT
OFFICE MANAGER COORDINATOR
Multi-Site Hard & Soft Services
	Reports to
	Account / Facilities Lead
	Location
	Multiple client sites

	Team
	Up to 20 direct/indirect reports
	Schedule
	Business needs; site travel required

	Function
	Integrated Facilities Management
	Language
	Mandarin is an advantage


Role Purpose
Coordinate consistent, safe and customer-focused delivery of hard and soft facilities services across multiple sites. Lead a team of no more than 20 employees, align contractors and internal stakeholders, and maintain strong control of service requests, compliance, cost, reporting and customer experience.
Key Responsibilities
•  Coordinate day-to-day hard services, including planned and reactive maintenance, statutory inspections, utilities and contractor activity.
•  Coordinate soft services such as cleaning, reception, waste, pest control, workplace support and event logistics, as applicable by site.
•  Lead, schedule, coach and performance-manage a multi-site team of up to 20 staff; ensure clear objectives, coverage, training and safe working practices.
•  Act as the central point of contact for facilities queries and escalations; log, prioritise, track and close work orders 
•  Build productive client and stakeholder relationships, communicate service status clearly, and resolve complaints promptly and professionally.
•  Plan maintenance visits and contractor access; verify permits, inductions, risk assessments, method statements and completion records.
•  Maintain accurate operational records, service reports, meeting minutes and compliance evidence; support audits, inspections and corrective-action closeout.
•  Monitor KPIs, service levels, asset and maintenance schedules, staffing, supplies and spend; report trends, risks and improvement actions.
•  Support purchasing by raising and tracking purchase orders, checking deliveries and invoices, and maintaining appropriate inventory and cost controls.
•  Coordinate site meetings, moves, events and business-continuity activities with minimal disruption to operations.
•  Promote health, safety, environmental responsibility and social value through visible leadership and local initiatives.
•  Standardise processes across sites and drive practical improvements in quality, efficiency, communication and user experience.
Key Accountabilities
•  Safe, compliant and reliable service delivery across all assigned sites.
•  Achievement of SLAs/KPIs, accurate reporting and timely closure of issues.
•  Engaged, capable and appropriately deployed teams and contractors.
•  Controlled costs, complete records and a consistently positive client experience.


Person Specification
Essential
•  Experience coordinating facilities operations across one or more sites, covering both technical and workplace services.
•  Proven people leadership, scheduling and performance-management capability.
•  Working knowledge of health and safety, compliance, audits and contractor control.
•  Strong customer service, organisation, communication and problem-solving skills.
•  Competence with Microsoft Office and CAFM/helpdesk systems; able to interpret KPIs and service data.
•  Able to travel between sites and respond calmly to operational priorities.
Desirable
•  Mandarin speaking capability to support coordination with relevant stakeholders.
•  Facilities-management qualification and experience in a complex corporate or technology environment.
Values & Ways of Working
Sodexo values: Service Spirit, Team Spirit and Spirit of Progress.
•  Put customers first, listen carefully and turn needs into dependable service outcomes.
•  Take ownership, collaborate across boundaries and follow through on commitments.
•  Act with integrity, respect, humility and a strong sense of responsibility.
•  Stay resilient, learn continuously and pursue practical innovation and improvement.
Success Measures
•  SLA/KPI achievement, work-order ageing and first-time resolution.
•  Audit readiness, statutory compliance and corrective-action closure.
•  Client satisfaction, complaint resolution and service consistency across sites.
•  Team engagement, training completion, safety performance and budget control.
Facilities Manager Coordinator
