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Operations Co-ordinator Role Profile
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Operations Coordinator
Department: Operations
Reports to: Operations Manager 
Location: Head Office, Bolton
Hours: Full-time (40 hours per week)
Role Purpose
The Operations Coordinator plays a pivotal role in ensuring the efficient planning, coordination, and delivery of operational activities across Bodhi Solutions. The postholder will act as the central point of coordination between clients, project teams, engineers, subcontractors, suppliers, and internal departments to ensure works are delivered safely, on time, within budget, and to the highest quality standards.
The role is responsible for supporting the delivery of planned and reactive maintenance, construction, and facilities management services by coordinating schedules, monitoring operational performance, maintaining compliance documentation, and driving continuous improvement across operational processes.
Working collaboratively with managers and the wider business, the Operations Coordinator will contribute to delivering exceptional customer service while supporting the company's strategic objectives and operational excellence.

Key Responsibilities
Operational Coordination
· Coordinate the day-to-day delivery of operational activities across all contracts and projects.
· Assist with the scheduling of engineers, subcontractors, and suppliers to ensure efficient allocation of resources.
· Monitor work progress and ensure operational deadlines are achieved.
· Liaise with clients to provide updates on works, timescales, and service delivery.
· Respond to operational queries and resolve scheduling or resource issues where appropriate.
Project Support
· Support Project Managers with project administration and mobilisation activities.
· Coordinate project documentation, programmes, and operational records.
· Monitor project milestones and escalate potential delays.
· Raise purchase orders and support cost tracking.
· Purchasing of materials 
· Assist with project close-out documentation and client handovers.
Compliance and Health & Safety
· Ensure all operational documentation is maintained and up to date.
· Coordinate the collection and review of RAMS (Risk Assessments and Method Statements).
· Maintain contractor competency records, insurances, and accreditation documentation.
· Support compliance with health and safety legislation and company policies.
· Assist with ISO management systems, audits, and compliance reporting.
Client Supplier and Subcontractor Management
· Act as a key point of contact for clients regarding operational matters.
· Manage the onboarding of subcontractors, ensuring all compliance documentation, certifications, and pre-engagement requirements are completed. Maintain and monitor subcontractor competencies through the company training matrix, ensuring qualifications, certifications, and mandatory training remain valid and up to date. Coordinate supplier and subcontractor activities.
· Obtain quotations and monitor supplier performance where required.
· Build positive working relationships with customers, contractors, and service providers.
· Resolve routine service delivery issues promptly and professionally.
Operational Administration
· Maintain operational databases and job management systems.
· Prepare reports, schedules, and management information.
· Ensure all project and contract documentation is accurately recorded.
· Process purchase orders, delivery notes, and operational paperwork.
· Support invoice validation and contract administration.
Performance Monitoring
· Produce regular operational reports and KPIs, including:
· Planned vs reactive works
· Job completion rates
· Response and resolution times
· Customer satisfaction
· Subcontractor performance
· Compliance performance
· Monitor service levels and identify opportunities for improvement.
Continuous Improvement
· Review operational processes and recommend improvements.
· Support the implementation of new systems and technologies.
· Promote best practice across operational teams.
· Assist with business improvement and change initiatives.
· Contribute to achieving company quality and service objectives.

Key Relationships
Internal
· Managing Director
· Operations Manager
· Project Managers
· Site Managers
· Finance Team
· HR Team
· Health & Safety Team
· Engineers and Operatives
External
· Clients
· Subcontractors
· Suppliers
· Local Authorities
· Utility Providers
· Accreditation Bodies

Person Specification
Essential Qualifications
· GCSEs (or equivalent) in English and Mathematics.
· Relevant administration or operations experience.
Desirable Qualifications
· Level 3 qualification in Business Administration, Operations, or Project Management.
· IOSH Working Safely or equivalent.
· Prince2 Foundation or project coordination qualification (desirable).

Knowledge and Experience
Essential
· Previous experience within an operations, project coordination, or administration role.
· Excellent organisational and planning skills.
· Experience coordinating multiple workstreams simultaneously.
· Strong IT skills, including Microsoft Office (Excel, Word, Outlook).
· Experience using job management, CRM, ERP, or CAFM systems.
· Excellent customer service and communication skills.
Desirable
· Experience within facilities management, construction, engineering, or property services.
· Knowledge of planned and reactive maintenance environments.
· Understanding of procurement and supplier management.
· Familiarity with ISO management systems and health and safety compliance.

Skills and Competencies
· Excellent organisational and coordination skills.
· Ability to prioritise and manage competing deadlines.
· Strong communication and relationship-building skills.
· High attention to detail and accuracy.
· Problem-solving and decision-making ability.
· Commercial awareness.
· Ability to work under pressure in a fast-paced environment.
· Strong administrative and reporting skills.
· Proactive and solution-focused approach.
· Commitment to delivering excellent customer service.

Core Behaviours
The Operations Coordinator will demonstrate:
· Professionalism and accountability.
· A proactive and positive attitude.
· Strong teamwork and collaboration.
· Commitment to customer satisfaction.
· Flexibility and adaptability.
· Integrity and confidentiality.
· Ownership of operational outcomes.
· Continuous improvement mindset.

Key Performance Indicators (KPIs)
· Planned works delivered within agreed timescales.
· Reactive response times achieved in line with client requirements.
· Engineer and subcontractor utilisation.
· Customer satisfaction levels.
· Job completion and first-time fix rates.
· Operational documentation completed accurately and on time.
· Compliance with health and safety and company procedures.
· Timely completion of purchase orders and operational records.
· Accuracy of operational reporting.
· Contribution to process improvements and efficiencies.

Career Development
This role offers progression opportunities into:
· Senior Operations Coordinator
· Contracts Coordinator
· Project Coordinator
· Operations Manager
· Contracts Manager
Bodhi Solutions is committed to supporting continuous professional development through relevant training, mentoring, and qualifications in operations, project management, health and safety, and leadership.
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