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VACANCY
Maintenance Administrator
Salary: £26-29k pro rata

Part-time: 30 hours per week

We are looking for an experienced administrator to support our Maintenance team.
Do you have some great skills we can build upon?
Ideally you will have building industry experience or an understanding of property maintenance issues.  We seek a confident and highly organised administrator with proven written and oral communication skills 
Responsibilities of the role include:

· keeping accurate records of planned and reactive maintenance

· ensuring that maintenance of plant and equipment is undertaken at the correct intervals 

· assisting with the planning and co-ordinating of larger projects

The successful candidate will have:

· at least 2 years demonstratable in-depth admin experience 

· demonstrable Word, Excel, and Outlook skills, as well as database inputting and reporting abilities
· the ability to organise own workload with minimal direction

Ideally the candidate will have demonstrable knowledge of relevant health and safety documentation and an understanding of GDPR.
The College is committed to providing opportunities for staff to participate in courses, seminars and workshops to help advance their professional knowledge.  In the case of the Maintenance Administrator, there are opportunities in specialist areas such as Health & Safety and database management as well as more general IT training.
As an equal opportunities employer, the College is willing to consider a pattern of work that fits in with the other commitments of the successful applicant provided this meets the needs of the role.
To be considered for the role, please apply by emailing your CV (no longer than 2 pages) stating how your experience and skills match those stated above to hr@keble.ox.ac.uk   

To view the job description and person specification, please click on separate link
Closing date: noon on Friday 19th April 2024
We are an equal opportunities employer

