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Role Profile
						
ROLE TITLE	 Property and Utilities Co-ordinator

	REPORTS TO: Procurement and Supply Chain Manager (Voids and Estates)

	ROLE BAND: Grade C  

	DIRECTORATE: Housing
	NO OF DIRECT REPORTS: 0

	DBS REQUIRED: Yes
	LEVEL OF DBS: Enhanced



	PRIMARY PURPOSE OF THE ROLE:

	[bookmark: _Hlk151737122]To provide efficient administrative and utilities management support across Nacro’s housing services, ensuring accurate billing, effective procurement, and streamlined property administration.




	KEY RESPONSIBILITES:

	· [bookmark: _Hlk151737273][bookmark: _Hlk152341205]Lead for utilities administration including gas, electricity, water, council tax, and TV licences including troubleshooting and problem solving as required.
· Set up and close accounts for properties, ensuring accurate meter data.
· Manage gas/electricity top-ups and procurement card payments.
· Liaise with suppliers regarding billing, meter changes, and discrepancies.
· Maintain accurate property and utilities databases ensuring changes are accurately communicated with third parties as required.
· Collect, collate, and submit meter readings.
· Review and improve utilities processes to increase efficiency and reduce costs.
· Assist with procurement activities including purchase orders and ad-hoc orders.
· Prepare reports for senior management on utilities issues and improvements.




	SKILLS, KNOWLEDGE & EXPERIENCE

	· Administration or purchasing experience.
· Strong communication skills.
· Good numerical and analytical abilities.
· Proficiency in Microsoft Office and Excel.
· Strong organisational and time‑management skills.
· Attention to detail.
· Ability to work independently and as part of a team.
· Ability to handle sensitive information.





	ORGANISATIONAL PERFORMANCE AND COMPLIANCE

	· Actively contribute towards meeting Individual and team performance targets in respect of the service.
· Take responsibility for committing to learning and development and actively designing actions through the appraisal and supervision process that will help improve practice and support skills.
· Maintain up to date records via relevant and appropriate systems within specified timeframes and produce reports as required.
· Keep up to date with relevant regulatory requirements of the sector and ensure that service delivery meets these requirements, including engaging in audits and inspections as required.
· Positively promote and represent Nacro at all times, building strong relationships with colleagues to work as part of an integrated team focused on meeting the needs of services users/learners.
· Adhere to Nacro’s Safeguarding and data policies and procedures at all times and comply with legislation and statutory duties and data controls protocols.
· Act in line with, promote and carry out all responsibilities with full regard to Nacro’s Equality and Diversity Policy.
· Be responsible for reporting any health and safety issues within your sphere of control.
· Display professional behaviours that are consistent with company values and serve as a positive role model.

Your duties may vary from time to time within the broad remit of your role and grade. You are required to undertake any such reasonable and appropriate duties.
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