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JOB DESCRIPTION

	JOB DETAILS



JOB TITLE:	Estates Administrator

HOURS:		 37.5 hours per week

REPORTING TO:	CEO

BASE:			Central Support Office

	JOB SUMMARY



The Estates Administrator plays a key role in supporting the safe, efficient, and compliant operation of the Athena’s care home estates. This role provides administrative and coordination support across a range of estates and facilities functions, ensuring that maintenance systems, compliance activities, and property-related matters are effectively managed and communicated.

Working closely with the Maintenance teams within our care homes and external contractors, the postholder will help ensure that environments remain safe, well-maintained, and fit for purpose for residents, staff, and visitors.


	JOB SPECIFIC RESPONSIBILITIES



Fault Management System
· Oversee and manage the Fault Fixers system, ensuring all maintenance issues are logged, tracked, and resolved in a timely manner 
· Monitor outstanding jobs and follow up with contractors and home teams to ensure completion 
· Maintain accurate records and ensure system data is up to date 
· Identify trends or recurring issues and escalate where necessary 

Planned Testing & Compliance
· Coordinate and oversee annual testing programmes across all care homes (e.g. fire safety, water hygiene, electrical testing) 
· Ensure all required statutory and regulatory checks are scheduled and completed within required timeframes 
· Maintain comprehensive compliance records and documentation 
· Support homes in preparing for inspections and audits 

Contractor & Quote Management
· Obtain and collate quotes for maintenance, repair, and improvement works 
· Liaise with approved contractors to ensure competitive pricing and quality service 
· Support the approval process for works in line with organisational procedures 
· Track progress of approved works and ensure completion within agreed timelines
 
Support to Care Homes
· Act as a first point of contact for estates-related queries from care home teams 
· Provide guidance and administrative support on property and maintenance issues 
· Assist in resolving day-to-day estates challenges in a responsive and supportive manner 
· Build positive working relationships with home managers and staff 

Reporting & Administration
· Produce regular reports on maintenance activity, compliance status, and outstanding works 
· Maintain accurate records, databases, and filing systems 
· Support budget tracking and cost reporting where required 
· Assist in developing and improving estates processes and systems



	PERSON SPECIFICATION


	
	
	Essential Criteria

	Qualifications/Education
	· Qualifications such as level 2–4 qualifications in Facilities Management or Certificate or Diploma in Facilities Management or Property Management would be highly advantageous 
· English and Maths GCSEs grade C or above

	Experience

	· Experience in an administrative role, ideally within estates, facilities, or property
· Experience using maintenance management systems, ideally Fault Fixers

	Skills/
Knowledge


	· Exposure to working in a care, healthcare, or regulated environment is highly desirable
· Knowledge of compliance requirements relating to estates and facilities

	
Personal Qualities
	· Strong organisational skills with the ability to manage multiple priorities
· Good communication skills and ability to work collaboratively with a range of stakeholders
· Proficiency in IT systems, including databases and Microsoft Office
· Attention to detail and ability to maintain accurate records



This job description reflects the current main organizational priorities for the position.  These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business.  
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