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Role Mandate 
Job Title: 
Function /CFBU: 
Dimensions of the Job: 
 
Reports to: 
Location: 

 
Property and Development Administrator 
Property and Development / Finance 
Administrative Tasks to the Property and Development Team 
 
Head of Property and Development 
Runcorn 
 

Job Summary: 
 
 
 
 
 
 

 

Working closely with the Management Team of the Property and Development 
department delivering administrative support. Dealing with team support and 
administrative tasks in a professional, efficient and confidential manner this person 
will be a key member of the Property and Development Team. 

Responsibilities: • Process the following upon completion of comprehensive due diligence checks 
VIM invoices relating to:   

• Service Charges 

• Rentals 
• Business Insurances  

• Utilities 
 

• Process the following upon completion of comprehensive due diligence checks 
Facilities Management Finance Files  

• Invoice files 

• Accrual files  
• Cost centre coding of outsource maintenance invoices 

• Trios and ACR outsource providers 
 

• Raise and manage PEP Capex orders and authorisations for property projects 
and FM maintenance. 

• Refresh Program 

• Close & Merge Program 
• Unplanned Capex expenditure 

 

• To act as the first point of contact for the CFBU Management team for both 
internal and external customers  

• Deal with incoming and outgoing email, faxes and post, corresponding on behalf 
of the CFBU Management Team as agreed/appropriate. 

• Support in the preparation of documents and presentation materials to ensure 
efficient and timely delivery  

• To arrange UK travel, accommodation (and associated services) for CFBU 
Management Team and other members of the Company where appropriate. 

• To arrange and attend ad hoc meetings and events, on and off site, as required 
by the CFBU Management Team. 

• To ensure the maintenance of effective manual and electronic filing systems as 
required by the CFBU Management team. 
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• To ensure the provision of general office administration for the offices at Aston 
Fields including stationery supplies. 

• To attend learning and development programmes as required by the business. 

• To provide support to other departments of the Company as required by the 
CFBU Management Team. 

• To undertake any other duties and projects as are reasonable, and requested by 
the CFBU Management Team. 

 

Leadership 

• Demonstrates the Company’s values and behaviours that drive business 
performance , customer and quality excellence and engagement of our people 
 

Key Experience, 
Knowledge, Skills & 
Qualifications: 

Key Experience  

• Will have worked in an administrative and/or secretarial role in a commercial or 
healthcare environment. 

• Will have taken responsibility for independently undertaking team support and 
office management tasks 

 
Knowledge and skills  

• You will have excellent communication and organisation skills. 

• You will maintain up-to-date knowledge of and adhere to company strategy, 
policies and procedures at all times. 

 
Qualifications 

• Desirable- A-level or relevant diploma level vocational qualifications 

• Essential- GCSE level Maths/English 
 
 

Key Interfaces External – CFBU customer and supplier contacts and office service providers. 
Internal – CFBU team members, retail operations, procurement, finance, wholesale 
and other PA/Administrative team members. 
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