Job description

An exciting opportunity has arisen to join our property team

Compliance & Support Property Officer – Band 4
Salary c£25.9k, 25 days holiday + statutory bank holidays

We are looking for an experienced administrator preferably with a background in property management, with excellent IT and communication skills, who is organised, patient, calm under pressure and confident liaising with others, whether contractors, clergy, volunteers or colleagues. If you are self-motivated, have good people skills and excellent attention to detail we would like to hear from you!

The role involves:

Helping parishes organise their property maintenance and compliance using a bespoke property management system.  

· Helping parishes source contractors to repair and maintain buildings.
· Creating and maintaining an up-to-date database of property trades and professionals on a regional basis.   
· Helping parishes populate bespoke property management software.
· Proactively monitoring and assisting parishes with property compliance using the bespoke property management software; relieving the burden, where possible; ensuring deadlines are met.
· Proactively monitoring progress of the 5-yearly building inspection report repairs, using the bespoke property management software; relieving the burden where possible and meeting deadlines.
· Proactively liaising with letting agents about let properties (residential and commercial).
· Acting as point of contact for other users of the bespoke property management software system.

There may be opportunity for occasional home working, as well as working in our Nottingham Office, and visiting parishes across the diocese.  Initially the focus will be on the Leicestershire area.  Induction for this role will take place at the Nottingham Office.  

Deadline for completed applications is 9am on Tuesday 6th May 2025.

For further information and to apply please go to the Diocese of Nottingham website: www.dioceseofnottingham.uk/careers

Job Type: Full-time
Pay: From £25,900.00 per year
Benefits:
· Company pension
· Work from home - Occasional
Schedule:
· Monday to Friday
· 37.5 hours per week
Experience:
· Property Management: 1 year (preferred)
· Customer service: 1 year (preferred)
· Microsoft 365 – Teams, Outlook, Excel
Licence/Certification:
· Driving Licence (essential)
Ability to Commute:

Ability to Relocate:

Work Location: 

