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Role: Sub-contractor Co-Ordinator
Reports to: General Manager 

The Role:
[bookmark: _Hlk148950418]To liaise with the general manager, Supervisors and operatives to ensure compliance with contractual service standards. To efficiently appoint work, supporting our supply chain to achieve productivity targets.  To deliver an effective maintenance service which results in customer satisfaction in line with contractual KPIs/Measures.

Accountabilities:

· Act as the main point of contact for all subcontractors delivering maintenance, repairs, and project works.
· Assist with updating subcontractor database, ensuring information is accurate and compliant 
· Support the allocation and scheduling of work orders to subcontractors in line with performance, capacity, and geography.
· Be responsible for works allocation, ensuring the correct supply chain are allocated, that they are provided appropriate information for the type of work.
· To ensure all works order updates received are actioned immediately upon receipt via the mailboxes, portal and interactive planner and thereafter completed within target timescales leading to delivery of contractual key performance indicators.
· Build positive working relationships with subcontractors, internal teams, and residents.
· Support operational teams with timely updates on subcontractor availability, performance, and issues.
· Promote a culture of partnership, accountability, and continuous improvement among all stakeholders.
· A clear commitment to a customer-centred service and continuous improvement.
· To fully assist and co-operate colleagues in the progress and investigation of complaints, effectively deal and respond. to queries and complaints from tenants, staff, and residents relating to services and service delivery
· Assist with the collation of supplies and material information from our approved suppliers and record cost data appropriately.
· Ensure consistent and pro-active approach to role at all times, carrying out other duties as may be required from time to time in order to maintain an efficient operation of all aspects relating to the needs of the team TCH Repairs (additional training will be provided as required)
· Scaffolding management to manage requests, organising repairs and regular communication with inspectors 

Essential and Desirable Criteria 

Essential criteria:
· Previous Planning/Scheduling experience 
· Planning/Scheduling experience 
· Experience in dealing with varied supply chain partners
· Confident using Microsoft excel, word and outlook
· Ability to communicate effectively both verbally and in writing
· Be able to work as a team and independently 
 
Desirable Criteria:
· Previous experience in social housing repairs and maintenance 
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