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Property Administrator 

 
Job Description and Person Specification 

 
 

Hours: part-time, 26 hours per week 
 
Salary: £13,687.80 (0.7 of New NJC Spinal Column Point 7 in 2018-20 Pay Scales) 
 
Reports to Town Clerk 
 
Role Description 
 
To provide high-quality, reliable and confidential administrative support to Cranbrook Town 
Council in relation to the day-to-day management of the Council’s property, including the 
Younghayes Centre, play areas, sports fields and allotments.  
 
Overseeing the safety and maintenance of the Younghayes Centre and ensuring that the 
premises are in compliance with all applicable regulations. 
 
Recommending and coordinating improvements to the Council’s property as needed to ensure 
safe, functional and appealing spaces. 
 
Job Description 
 
Customer Care 
 
1. Be first point of contact for user, customer and tenant queries and deal with personal, 

telephone and email callers in a welcoming and helpful manner 
 
General Administration  
 
2. Manage, action and distribute incoming post/e-mail 
3. Prepare outgoing correspondence 
4. Act as the officer responsible for routine (weekly) play park inspections and to monitor the 

development of and help to resolve any maintenance issues and bring those to the attention 
of relevant officers and councillors 

5. Act as the officer responsible for updating and monitoring the Council’s Facebook page and 
assume joint responsibility for updating the Council’s website with information, agendas, 
minutes and news items 

6. Where delegated by the Town Clerk or in the case of an emergency, deal with 
complaints/matters raised by the public/Councillors and report/resolve any matters with the 
relevant persons/bodies 

7. Contribute to the maintenance of diaries and schedules (including yearly committee meeting 
dates) and to the creation and maintenance of effective (including electronic) filing systems 

8. As requested, co-ordinate/project-manage/research projects/tasks either on own initiative or 
in support of the Town Clerk 

9. Assist in the organisation of Town Council events 
10. Undertake any other reasonable tasks as directed by the line manager  
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Younghayes Centre Room Bookings  
 
11. Manage bookings for the main hall and the first floor meeting room at the Younghayes 

Centre 
12. Promote the use of the Younghayes Centre 
13. If necessary, responding to hiring issues at weekends and evenings 
14. Provide bookings information to the security contractor to enable timely building steward 

coverage 
 
Younghayes Centre Building Management 
 
15. Be appointed person for fire safety, including maintaining log book, weekly alarm test and 

walk round, six-monthly fire drill 
16. Monitor the setting up and clearing away furniture for bookings 
17. Monitor the fortnightly waste disposal service and promote recycling in the building 
18. Monitor the contract cleaning service and be point of contact 
19. Monitor the communal spaces and corridors for inappropriate storage and general tidiness 
20. Report any maintenance issues with building or external grounds 
21. Control access to roofs and plant room and issue permit to works to contractors  
22. Take monthly electric and water meter readings  
23. Switch heating system between winter and summer mode in Autumn/Spring 
24. Assist disabled persons access to the building where necessary 
25. Invoice customers for the hire of the hall, meeting room and library 
26. Invoice tenants for rental 
27. Monitor the payments and record method and date to show the invoices to be paid. Credit 

control for any unpaid invoices. 
28. Keep a record of Younghayes Centre supplier invoicing for the tenant portion service charge, 

invoiced on a quarterly basis 
29. Obtain quotes for building maintenance and day-to-day running contracts of the Younghayes 

Centre 
30. Book contractors for building maintenance, keeping a record of when servicing is due 
31. Report any building faults to the line manager and contact contractors for repairs 
32. Co-ordinate on-call 24-hour coverage for the Younghayes Centre 
33. Ensure the kitchen is kept clean to hygiene standards 
 
Car Park Management  
 
34. Monitor any fabric repair and maintenance (including winter gritting) needs as well as health 

and safety and requirements 
35. Keep a record of car park supplier invoicing for recharging the retail units and Younghayes 

Centre tenants portions, invoiced on a quarterly basis  
 
Miscellaneous  
 
36. Take responsibility for seeking appropriate training  
37. Participate in an annual appraisal scheme 
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Person Specification  
 
The successful candidate must be committed to the Town Council’s goal of providing excellent 
service and willing to work with Town Council employees and Councillors to build a proactive and 
successful Council, and meet the following requirements: 
 

 Essential Preferred 

1. Education / 
Qualifications 

Minimum GSCEs in English and Maths  
 

 

2. General Skills / 
Knowledge and 
Aptitude 

 
 

Ability to manage properties and grounds 
maintenance  
 
Sound administrative and IT skills, 
including advanced use of Microsoft 
Excel  
 
Time management and scheduling skills, 
ability to manage requests from different 
sources and hold options open whilst not 
double-booking spaces 
 
Ability to problem solve in an inclusive 
manner 
 
Ability to assimilate viewpoints and  
establish common understanding 
 
Manage self and meet targets and  
deadlines 
 
Ability to manually handle equipment, e.g. 
banners, projectors, tables and chairs  
 
Ability to work both as part of a team and 
alone on own initiative 
 

Experience of using local council 
finance packages 
 

3. Communication 
Skills 

Excellent customer care skills in person, 
on the telephone and via email and 
experience of dealing with the public in 
confrontational circumstances 
 
Ability to communicate in a clear 
confident manner 
 
Able to produce reports on a range of 
subjects including analysis of numerical 
data 
 
Ability to work well with members of the 
public and community leaders, especially 
in confrontational circumstances  

 

4. Motivation 
 
 

Ability to remain flexible and undertake 
tasks as they arise 
 
Ability to maintain good relationships with 
councillors, colleagues, contractors and 
the public 
 
Self-reliant and self-motivated 
 
Ability to work evenings and other 
antisocial hours  
 
Ability to grow with the role and undertake 
training  
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