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	Category / Department
	                          Livv Housing 

	Job Title:
	                        Systems Administrator 

	Contract Type:
	                                 Perm 

	Number of Posts: 
	                                     1

	Fixed Term:
	                                  N/A

	Ref number
	                                 1667

	Rate of pay
	                    £21,409 - £26,634
	

	Hours per week
	                                    37

	Closing date
	                             2nd Nov 2020


Overview
This role will administer the implementation of and ongoing operational use of all asset focused systems and applications.

The Systems Administrator is responsible for supporting the project deliverables and embedding of the system, operational processes and procedures.

Job Description
· Administer the implementation and processing of asset and compliance systems and applications to support compliance and stock condition delivery.

· Support effective partnership links with internal and external stakeholders involved with key projects and any system alterations that could impact on delivery.

· Administer, deliver and monitor effective operational plans to ensure project objectives are met.

· Escalate any risks identified and administer any mitigating measures put in place. Adhere to recovery plans if the operational activities are behind schedule.

· Administer the collation, validation, fixing and monitoring of any data queries that arise from the system loading phase of the project.

· Administer the process of uploading all supporting information in accordance with operational processes and then extract information for reporting purposes.

· Support the Systems Officer in monitoring and evaluating performance against agreed targets relating to the organisation and recommend action to ensure targets are met.

· Ensure accurate record keeping and updating of system data, business information and systems.

· Work collaboratively with colleagues in other areas to ensure effective working relationships are maintained in order to meet departmental and project objectives. 

· Ensure that our Customers are at the heart of everything we do.

· To read, understand and demonstrate a commitment to the Group’s Employee Charter.

· To take responsibility for your own health and safety and that of your colleagues in accordance with the Health and Safety at Work Act (1974), whilst following the Group’s Health and Safety policies and procedures at all times. 
· To work in a variety of locations including premises not directly under the control of the Group.

· Some flexibility over working hours and practices is necessary to meet the requirements of the role.

· Promote services to end users and develop and deliver promotional materials and activities. 

· Adapt a proactive approach to identify and mitigate risks to your business area by informing your line manager and contribute to updating the risk register.

· Expected to ensure compliance with all legal obligations concerning the protection of data relating to  employees, customers and third parties.

This job description is a representative document. All duties outlined in this document apply to the Group. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

· New Asset Systems and updates are delivered to plan - time and budget

· Support the resolution of any system risks identified

· Operational procedures are embedded across the business

· Key stakeholder engagement is maintained though the life of each project

· Training plans are delivered to all users who access asset systems and applications

· Escalation of any non-compliance to the relevant manager(s)

· Adherence to all company policies and regulations  
                                            Candidate requirements

	
	Essential
	Desirable
	Method of Assessment (see list below)

	Education and Qualifications

	5 or more GCSEs or equivalent 
	X
	
	AF

	Project management qualification or equivalent experience
	
	X
	AF

	Evidence of continual professional development
	X
	
	AF

	Experience

	Experience working as part of a team to deliver key projects
	X
	
	AF;I

	Experience working in a compliance related role  
	
	X
	AF;I

	Experience working with a variety of housing/compliance related software packages
	X
	
	AF:I

	Experience using Microsoft Office and associated programs
	X
	
	AF:I

	Experience working with internal and external stakeholders. 
	X
	
	AF;I

	Experience driving the performance of a team to hit challenging KPIs
	X
	
	AF;I



	Skills, knowledge and ability

	Ability to meet challenging targets and deadlines
	X
	
	AF;I

	Communication skills, both written and verbal for internal and external relationship management
	X
	
	AF;I

	Ability to organise and prioritise work 
	X
	
	AF;I

	Ability to identify potential project risks and issues and escalate to the relevant manager(s)
	X
	
	AF;I

	Personal characteristics

	Ability to work on own initiative as well as engage with a multi-disciplined team
	X
	
	I

	Able to demonstrate a team ethic with a desire to develop people to continually improve with an open and fair approach
	X
	
	I

	Flexible approach to hours worked 
	X
	
	AF;I

	Must have own transport
	
	x
	AF/I


AF = Application form

I = Interview

T = Testing
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