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	POSITION TITLE:
	Junior Facilities Manager

	LOCATION:
	National Support Office / as per employment agreement

	REPORTS TO:
	National Property & Facilities Manager

	DIRECT REPORTS:
	N/A



PURPOSE: Support the effective management and coordination of SPCA’s national property and facilities portfolio, including approximately 28 Animal Services Centres and more than 90 leased Op Shop sites. The role provides hands-on support across maintenance coordination, contractor liaison, compliance tracking, asset management and property administration while developing the knowledge and capability required for progression within the Property & Facilities function. Working under the guidance of the National Property & Facilities Manager, the role contributes to safe, compliant, well-maintained and operationally effective facilities that support SPCA’s mission and services across New Zealand.

	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. Maintenance Coordination
	· Coordinate the R&M Portal, logging, tracking and closing out maintenance requests across the portfolio.
· Liaise with national panel contractors (electrical, plumbing, HVAC) to schedule and follow up planned and reactive maintenance works.
· Follow up outstanding maintenance jobs with site managers and contractors to ensure timely and compliant completion.
· Collate maintenance expenditure data and produce regular status and performance reports.
· Help maintain the national R&M master list and planned preventive maintenance schedules.

	2. Facilities Operations Support
	· Support the day-to-day facilities operations of the owned and leased portfolio under the direction of the National Property & Facilities Manager.
· Assist with site inspections across Animal Services Centres and Op Shop sites, documenting findings and following up defects.
· Coordinate access and scheduling between contractors, consultants and site managers.
· Support compliance tracking across the portfolio, including WOF, building warrants, HVAC servicing and other statutory obligations.

	3. Asset Management Support
	· Assist with data entry and maintenance of the national facility condition and asset register.
· Help collate inspection findings, condition data and defect registers across the portfolio.
· Assist with CAPEX planning data gathering and project status tracking.
· Support the preparation of asset management reports and portfolio summaries for senior review.

	4. Contractor & Supplier Coordination
	· Issue and track purchase orders and contractor work orders.
· Maintain contractor contact lists, insurance registers and compliance records.
· Support contractor onboarding administration and panel contract documentation.
· Assist with the evaluation of contractor performance against SLA commitments.

	5. Property Administration
	· Maintain and update the national property portfolio database, asset register and document management system (SharePoint).
· Assist with the preparation and formatting of property reports, briefing papers and correspondence.
· Track lease key dates, planned maintenance schedules and contractor appointment records.
· Support the processing and filing of compliance records, certificates and consents.
· Maintain up-to-date records in Re-Leased under supervision.

	6. Project Support
	· Provide administrative and coordination support to capital project delivery, including document control, meeting scheduling and action register maintenance.
· Assist with preparing project status updates and progress reports.
· Support the coordination of consultant deliverables and site visits under direction.
· Attend and minute internal Property & Facilities team meetings as required.

	7. Process Improvement and Organisational Contribution
	· Participate in process improvement initiatives and projects across the organisation where relevant.
· Work collaboratively with staff across the organisation.
· Carry out project work as requested.

	8. Actively contributes to Health & Safety 


	· Ensures compliance with the Health and Safety Act 2015 by:
· taking reasonable care of your own health and safety and ensure that you don’t cause harm to others 
· complying with all health and safety instructions, policies or procedures, including but not limited to;
· reporting incidents and unsafe practices as soon as they occur
· identifying risks, reporting them and taking appropriate action to mitigate them
· knowledge, and compliance of, emergency procedures
· completing mandatory training within the required timeframes

	9. Participates as a professional and constructive member of the National Property & Facilities Team 
	· Attends team meetings as required. 
· Contributes towards the achievement of strategic and operational goals of the SPCA 
· Acts professionally and non-judgmentally. Embodies the SPCA values and strives to achieve the SPCA Mission.

	10. Carries out other duties as required from time to time.
	· Provides support and assistance to SPCA events and campaigns as requested.
· Duties and responsibilities described above should not be construed as a complete and exhaustive list as it is not the intention to limit the scope or the functions of the position.
· Duties and responsibilities can be amended from time to time by the Employer to meet any changing condition.



INTERNAL FUNCTIONAL RELATIONSHIPS: 	
· National Property & Facilities Manager
· National Property & Facilities Team
· Finance & Shared Services Team
· All SPCA staff and management including Animal Services Centre Managers, Op Shop Regional Managers, Op Shop Managers and Volunteers.
EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Other Animal Welfare Agencies
· External suppliers, contractors and consultants
· Leasing agents and property owners
· Local Councils
· Regulatory and compliance providers
· Members of the Public
PERSON SPECIFICATION:
Qualifications and Experience 
· 0–2 years’ experience in facilities management, property, construction, maintenance coordination or a related field.
· Exposure to contractor liaison, maintenance coordination or building operations is advantageous.
· Relevant qualification in facilities management, property, construction, engineering, business or a related discipline is desirable.
· Full New Zealand Driver Licence.
Skills and Knowledge 
· Strong organisational and administrative skills with attention to detail.
· Ability to manage multiple tasks and meet deadlines.
· Competent with Microsoft 365 applications including Excel, Outlook and SharePoint.
· Ability to learn and use property and facilities systems such as Re-Leased.
· Effective written and verbal communication skills.
· Ability to build positive working relationships with internal and external stakeholders.
· Analytical and problem-solving skills appropriate to an early-career facilities role.
Personal Attributes
· Demonstrates enthusiasm for a career in facilities or property management.
· Proactive and willing to learn.
· Reliable, accountable and professional.
· Takes initiative within defined responsibilities.
· Works collaboratively and contributes positively to team outcomes.
· Committed to high quality work and continuous improvement.
· Supports and reflects SPCA values and mission.
· Ability to manage confidential information with responsibility and integrity.
· Ability to manage stress and handle emotional situations while retaining empathy. 
· Excellent written and oral communication skills.
· Highly organised with the ability to prioritise, multitask and meet expected deadlines.
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