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Facilities & Office Administrator 

Terms:                               Permanent - Full Time 
Reports To:                       Central Services Manager
Salary Band:                     Grade B £23,081 to £25,389 per annum + London weighting of £3,285 per annum if applicable 
Location:                          	Based in the London office
Who We Are
UnLtd is the leading provider of support to social entrepreneurs in the UK and offers the largest such network in the world. Our mission is to find social entrepreneurs with bold solutions to today’s challenges. Through funding and support, we help them to realise their potential and creating lasting change. 
 
UnLtd’s vision is a future where enterprising people are transforming our world for good.  To enable this, we are committed to developing an eco-system of support to make it easier for those who need help to find it.

UnLtd values diversity and is committed to inclusion and understanding intersectionality. These are more than just buzz words for us. They’re principles guiding how we build our teams, support leaders, empower social entrepreneurs and create an organisation that’s the right fit for every person.

To support an inclusive environment where employees feel empowered to share their lived experiences and ideas, we have embedded an equity and inclusion group within UnLtd giving us a wide range of different perspectives in our work to help us see what is most needed in society.  We are particularly keen to hear from those who identify as Black, Asian or Minority Ethnic, LGBTQIA, people who are disabled, those with learning differences, those with caring responsibilities, from a less advantaged socioeconomic background as well as any other under-represented group in our workforce. 

About the Role
The Central Services team is responsible for ensuring the provision of effective day-to-day central facilities services and infrastructure, enabling UnLtd to meet its strategic aims and objectives.
Working as part of UnLtd’s Central Services team, the Facilities & Office Administrator will be working with the Central Services Manager to make sure that the building is in the best condition for the employees who work there and our staff working remotely are doing so in line with proper safety precautions.

Key Accountabilities

1. [bookmark: _Hlk45649874]Health and safety and office services 
· Be the first point of contact for facilities and office related queries for the London office:
· Respond to incoming calls and emails to ensure issues are resolved or where appropriate, escalated without delay to the Central Services Manager
· Ensure staff have building access, keys, or codes to enter the office when required and issue security fobs to new starters and existing staff using the office; ensuring all fobs are accounted for and informing IT to deactivate any as required 
· Support with facilities’ supplier invoice enquiries, liaising with the Finance Team to resolve any issues
· Liaise with staff using the office when needed and arrange desk allocation, etc. 
· Have responsibility for maintaining health and safety compliance to include:
· Carrying out daily inspections of the office with the guidance of the Central Services Manager, noting any issues and arranging appropriate remedial action
· Monitoring the condition of the building and reporting / escalating any issues to the Central Services Manager
· Scheduling any planned and reactive maintenance, ensure H&S certificates are displayed, and paperwork/risk assessments are correctly filed 
· Work with the Central Services Manager to organise first aid, fire drills, evacuation and shutdown procedures 
· Work with the Central Services Manager to update health & safety policies as required 
· Keep appropriate records for the Central Services Manager in relation to health and safety compliance and other matters
· Support in implementing our environmental policy to ensure UnLtd creates a more sustainable environment i.e: recycling, reduce our carbon footprint, waste reduction etc
· Act as a Fire Marshal and First Aider (training will be provided as necessary) as well as carrying out the weekly fire alarm checks  
· Ensure that all Fire Marshal and First Aider certificates are up to date and book any training required.  

2. Coordinate contract management with 3rd party suppliers 

· Coordinate contract management for the London and Birmingham offices; working with the Central Services Manager to monitor and manage standard of work and reliability of contractors. Maintain all relevant documentation and feedback any concerns to Central Services Manager
· Ensure general maintenance issues for the London office are communicated to staff keeping everyone informed until the matter has been resolved

3:   	Coordinate the completion of workstation assessments for staff

· Ensure that all the new and existing employees have completed the DSE Self-Assessment including for individuals working from home 
· Work with the Central Services Manager to regularly review assessments with outstanding actions. Making sure that assessments are reviewed following significant changes to workstations and environment
· Order and send out IT equipment required by staff following homeworking risk assessments. 


. 



 4:   Provide admin support to the Central Services Manager on ad-hoc projects  

· Support with the ‘Future Way of Working’ project, carrying out research in the redesign of the offices, obtaining quotes for office equipment, and liaising with contractors on general requirements

Other responsibilities:  
· Order stationery for the London office/ distributing/notifying staff of general post/booking couriers 
· Reconciliation of monthly staff travel, i.e. train and hotel expenditure 
· Ensure Social Entrepreneurs products are embedded into our supply chain 


Job descriptions cannot be exhaustive. You may also be expected to support and deliver other projects and tasks, in line with your skills and experience that contribute to our overall organisation objectives beyond your core role.

[bookmark: _Hlk45651466]What exactly are we looking for?
Often called ‘Essential Criteria’

· You have experience of working within an administrative / facilities support role 
· You have effective communication skills, both written and verbal
· You are organised and efficient, with excellent attention to detail and accuracy
· You can manage a varied workload, balancing scheduled tasks with requests for assistance from the team, which may have short deadlines 
· You can deal tactfully, calmly, and effectively with a wide range of people from within and outside the organisation 
· You have a good understanding of all aspects of office / facilities administration (including understanding of Health & Safety policies, legislation, and compliance)
· You have experience working with Microsoft SharePoint or similar systems, and have a good working knowledge of Microsoft 365, including MS Teams
Often called ‘Desirable Criteria’

· You have a relevant Fire Marshal and First Aider certificate (if not, training will be provided as necessary)
· You have previous experience within the Charity Sector 
· You have experience in coordinating internal office moves and relocations 
Personal attributes and values
· You are motivated, committed, and with a deep empathy and connection to our mission and values  


· You can balance the role of an individual with considerable initiative, with the need to work as a team-member of a national organisation  
· You always demonstrate personal integrity and professionalism 
· You can embed and promote equity, diversity and inclusion through your actions and words
· You are a good listener and willing to carry out what is asked of you 
UnLtd’s Values
At UnLtd we are looking for people who support our values below.

We are Brave
· We are ambitious about achieving social change
· We are bold in pursuing new ideas
· We are resilient in the face of adversity

We are Inclusive 
· We actively seek out great talent from everywhere
· We value diversity and welcome challenging points of view
· We foster an open and supportive environment
We are Accountable 
· We are transparent in our decisions and actions
· When things go wrong, we learn from it
· We hold ourselves to our purpose 

image1.png
& o
“UnLtd (%




