Facilities Administrator




Where Manchester meets the world…

Manchester Central is an award-winning, globally renowned venue in the heart of one of the world’s most vibrant cities. This iconic convention centre offers world class flexibility and state-of-the-art facilities that provide a dynamic venue for some of the world’s leading conferences, exhibitions and events.

It is fundamental to our continued business growth that we have a compelling people strategy to help us realise our challenging company goals. This role will play an important part in sustaining our continued business growth. 

	Facilities Administrator

Competitive salary up to £20,280pa / 25 days holiday plus bank holidays / contributory pension scheme / discounted car parking
Manchester Central is pleased to announce the vacancy of a Facilities Administrator.  Reporting directly to the Engineering Service Delivery Manager, this role is working on a full time, permanent basis. 

Your duties and responsibilities will include but are not limited to:
· Providing a full range of administrative support to the facilities management (FM) and events departments on day-to-day activities and departmental projects
· Coordinating and monitoring both the reactive and planned maintenance activities within the FM helpdesk, reporting issues to the FM Managers
· Producing FM rotas for the engineering team and controlling the annual leave/ lieu for the wider FM team
· Creating purchase orders and processing invoices for FM sub-contractor work


The ideal candidate will have:
· Excellent administration, organisation and planning skills
· Strong verbal and written communication skills
· Excellent attention to detail
· The ability to manage time effectively to meet multiple deadlines


You must:
· Be self-motivated but have the ability to work as part of a team

To apply for this exciting opportunity, please send a CV and covering letter including details of your current salary and two references to:

Ref: Facilities Administrator
FAO: HR Team 
Email: careers@manchestercentral.co.uk

Closing date for applications: 30 October 2021 (5PM) We reserve the right to bring this date forward if a sufficient number of suitable applications are received

Manchester Central is an equal opportunities employer. All applicants who meet the essential criteria and identify as having a disability in their covering letter will be guaranteed an interview.
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