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FOR ALL
Job Description
Subcontractor Co-ordinator




Reports To:			Administration Manager

Responsible For:		No other staff






Job Purpose:
[bookmark: _GoBack]To support the effective commissioning, coordination, and performance management of subcontractors delivering repairs and maintenance services. Working closely with planners and operational teams, the Subcontractor Coordinator ensures that subcontracted work is monitored, compliant, and delivered to agreed standards. The role is responsible for maintaining communication with subcontractors, gathering job progress updates and performance data, resolving issues, and supporting the smooth flow of information to internal systems and teams. This position plays a key part in ensuring a consistent, high-quality service is provided to tenants and stakeholders.

Role Requirements 
1. Subcontractor Coordination & Scheduling Support
· Work closely with planners to ensure subcontractors are allocated to appropriate works, based on skills, location capacity, and availability.
· Act as a key liaison between internal teams and subcontractors to ensure timely allocation, completion, and communication of jobs.
· Support planners in coordinating workloads across responsive repairs, voids, compliance, and planned works.

2. Subcontractor On boarding & Procurement Support
· Assist with the on boarding of new subcontractors by coordinating required documentation, compliance checks, RAMS and induction processes prior to mobilisation.
· Maintain up-to-date records of subcontractor agreements, accreditations, insurance, and contact details.
· Support procurement processes by gathering quotes, assisting with pre-qualification information, and ensuring procurement rules are followed.
· Ensure that all subcontractors are briefed on service expectations and have robust contracts detailing SLAs and KPIS, 

3. Performance Monitoring & Compliance
· Track subcontractor performance using KPIs such as completion times, first-time fix rates, customer satisfaction, and appointment attendance.
· Log and escalate recurring performance issues and work with supervisors or contract managers to address them.
· Monitor compliance documentation (e.g. insurance, accreditations) and ensure timely renewals and updates.

4. Information Management & System Accuracy
· Liaise with subcontractors to gather real-time updates on job progress, completion reports, certificates, and photos.
· Ensure subcontractor job data is entered accurately and promptly into systems Connect.
· Maintain audit-ready records to support contract reviews, financial audits, and compliance reporting.

5. Budget Tracking & Financial Oversight
· Monitor subcontractor spend across service areas and report on variances or emerging risks to budget holders.
· Support invoice reconciliation by checking completed works against agreed job orders, rates, and variations.
· Help ensure subcontracted works remain within agreed financial limits and support cost control across the service and offer value for money.

6. Stakeholder Communication & Relationship Management
· Build and maintain strong working relationships with subcontractors, internal planners, supervisors, and finance teams.
· Act as the central point of communication between subcontractors and internal teams for job progress, issues, and updates.
· Facilitate regular communication to ensure mutual understanding of priorities, expectations, and service standards.

7. Management & Escalation
· Resolve day-to-day service delivery issues, including access problems, scheduling conflicts, or incomplete jobs.
· Escalate unresolved or repeat issues to the appropriate supervisor or contract manager and follow up on corrective actions.
· Ensure all issues are logged and managed within the agreed escalation and governance framework.
· Contribute to regular performance reviews of subcontractors and suggest improvements to processes and workflows.

8. Additional Duties as Required
· Deputize for the Central Operations Manager when required.
· Provide general administrative support to the wider team as needed.
· Assist with ad hoc tasks such as processing invoices and claim and updating procedural documents,
· Cover for team members during periods of absence by handling routine administrative responsibilities.
· Contribute to team projects and activities that require additional administrative input to meet deadlines or improve service delivery
· Work closely with the wider Business Improvement team to provide cover and support. 
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