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	Job Title:
	Interiors Administrator

	Reports To:
	Avery Project Managers & Property Services Manager 



	Job Summary:
	
Your focus as Interiors Administrator will be to support the day-to-day administration of the department.  This will encompass supporting requests from our portfolio of properties.  This includes handling requests via email and by phone for ad hoc items, as well as supporting refurbishments and new development projects.  For this role, you will need to be able to use your initiative and demonstrate excellent verbal and written communication skills, have an excellent telephone manner, be organised and work methodically.





	Role Responsibilities:

	
· Supporting the interiors team in obtaining quotes from suppliers/contractors 
· Processing orders and confirming delivery dates.
· Issuing weekly delivery schedules.
· Updating and tracking the Interiors request/order spreadsheet 
· Ensuring insurance and health and safety documentation is current where relevant
· Liaise with Estate Managers, Project Managers, Homes and Suppliers / Contractors
· Manage the Interiors’ electronic data management system. Ensuring the designs, drawings and information are up to date for new builds and the wider estate. 
· Ensuring all members of the Interiors team are using common documentation and filing information centrally. 
· Answer the Estates phone line as required. Allocate the call to the relevant Construction/Estates Manager, Operations, Supplier, etc. and enter the item on the Estates Log. 
· Assist with general administrative tasks 
·  Implement and maintain the Avery Purchase Order system, issuing purchase orders to the Avery supply chain for all Interior and FF&E purchases of goods and services. 
·  Maintaining and reporting projects against budget to ensure expenditure remains within agreed budgets 
· Provide advice on queries from the Hawthorn/Avery communities and deal with issue of defective FF&E equipment 
· Maintain records and filing 
· Attend staff meetings and staff training sessions as necessary 
· Adhere to Avery Policies and Procedures 






This is not intended as an exhaustive description of duties and responsibilities and may be amended following consultation with the jobholder.



	Person Specification:

	Experience 
	Essential/Desirable 
	Assessment 

	Administrative experience 
	E
	CV/Application Form

	Be confident working with computers
	E
	CV/Application Form

	
	
	

	Knowledge/Skills & Abilities
	
	

	Possess effective interpersonal skills and have a professional telephone manner
	E
	CV/Application Form

	Be able to prioritise your own workload. 

	E
	CV/Application Form

	Establish good relationships with all staff within the company.

	E
	CV/Application Form

	
	
	

	
	
	

	

	Values – I am fully committed to being: 
· Caring
· Supportive
· Honest
· Respectful
· Accountable




	Agreement:

	
Employee Signature:

	
	
Date:
	

	
Manager Signature: 

	
	Date: 
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