
 

 

 

Estates Co-ordinator 

Job Description 

JOB PURPOSE 

To provide a high level of support to the Health, Safety & Environment Officer and 

Estates Team to ensure an efficient and coordinated service.   

To create, maintain and support the development of proficient and consistent 

systems that assist with the smooth running of the Estates Team and health & safety 

activities and compliance. 

FUNCTIONAL LINKS 

The post holder will liaise with a variety of internal and external stakeholders to 
maintain a safe and compliant environment offering a high standard of service to 
OHC&AT. 
 

REPORTING RELATIONSHIPS 

The Estates Coordinator will report directly to the Health, Safety & Environment 
Officer and will line manage the Estates Administrative Assistant. 

MAIN DUTIES & RESPONSIBILITIES    

1. To provide efficient support as required to the Health, Safety & Environment 
Officer to ensure the Estates Team operate in a co-ordinated and proficient 
manner.  

2. To be responsible for the management of the OHC&AT fleet, to include: 

- Ensuring the fleet of College minibuses meet legislative requirements for tax, 
service, insurance and MOT.   

- The processing of fault and incident reports with appropriate follow up 
activities as required  

- The management of a vehicle database detailing annual requirements for 
each minibus; ensuring that appropriate action is taken in a timely manner to 
ensure vehicles are legally roadworthy (tax, insurance, MOT, service etc). 

- The research of insurance renewals to ensure best value for money as 
appropriate. 

- The renewal of blue badge licenses 
- The management of driver license status to ensure effective licensing is in 

place to afford compliance. 
- The scheduling of driver training as appropriate. 



 

 

- The establishment of preferred supplier agreement for temporary / relief 
driver arrangements. 

3. To support the Estates Team in the monitoring and supervision of the facility 
team tasks, scheduling and allocating work, checking for quality and 
completion, liaising closely with the Premise Officers.  

4. To monitor service delivery standards  

5. To assist in the allocation and co-ordination of staffing cover, assigning tasks to 
staff and managing workloads and timescales.   

6. To be responsible for the development and maintenance of the Facilities Help 
Desk and the Health & Safety software systems.  

7. To be responsible for producing driving schedules on a weekly basis and the 
timely allocation of routes to Drivers. 

8. To assist with the co-ordination of staff to fulfil duties, arranging schedules in 
support of Premises Officers to cover for absence/annual leave.  

9. To manage and organise paperwork and electronic files. 

10. To manage Estates resources and organizing the order of supplies within the 
OHC&AT financial regulations 

11. General administrative duties to support the Estates Team.  

12. To report faults / meter readings to service providers as required. 

13. Arranging and attending meetings, taking minutes and keeping notes.  

14. To assist in maintaining annual leave and sickness records for the Estates 
Premise Teams and the Estates Administrative Assistant. 

15. To be responsible for co-ordination of effective preferred supplier agreements 
for all premise operational functions. 

16. To be responsible for the co-ordination of MIDAS training ensuring certificates 
are kept current 

17. To monitor service contracts, maintaining communication with contractors and 
assisting with the monitoring of KPIs 

18. To manage the issue of ID Cards and Access Fobs, organizing access control 

19. To liaise with the MIS team to develop and monitor the Health & Safety 
software system, reporting concerns to the Health, Safety & Environment 
Officer. 

20. To input and import data onto the on-line health & safety system as necessary 

21. To monitor RIDDOR reporting, advising HSE as appropriate within strict 
deadlines. 

22. Responsibility for key-holder records and keys to premises and OHC&AT 
vehicles. 

 



 

 

GENERAL RESPONSIBILITIES 

1. To maintain information in a confidential manner, adhering to GDPR. 

2. To regularly discuss with the Estates Co-ordinator current priorities in order to 
support the efficient and smooth administration of the Estates team 

3. To be aware of and comply with policies and procedures relating to child 
protection, health, safety, security and confidentiality, reporting all concerns to 
an appropriate person. 

4. To actively promote equality and diversity, recognize and actively challenge 
stereotyping, prejudice and discrimination ensuring that these principles 
permeate all working practices. 

5. Make regular use of training, development and self-assessment processes to 
improve the quality of work. 

6. To recognise own strengths and areas of expertise and use these to advise and 
support others. 

7. To establish constructive relationships and communication with colleagues and 
other agencies/professionals. 

8. To treat all users of the College and Academies with courtesy and 
consideration. 

9. To present a positive personal image, contributing to a welcoming environment 
which supports equal opportunities for all. 

 

I agree the particular duties assigned to this post as set out above is a true 

reflection of my current role and responsibilities.  However, I understand that 

these may be reviewed and amended in consultation with me in the light of 

any changes in the requirements and priorities within OHC&AT.  Such 

variations are a common occurrence and cannot of themselves justify a re-

grading of the post. 

 

POST HOLDER NAME:  _____________________________________________ 

 

Signed:  __________________________________      Date:  _______________ 

 

 

MANAGER’S NAME:  _______________________________________________ 

 

Signed:  __________________________________      Date:  _______________ 

 


