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Role Profile: Costing Administrator 
                                          
Department: 		Fareham
Location:		Fareham
Hours:			24 - 28 hours per week
Salary:			£27,500 per annum	
Benefits:		23 Days Holiday rising with length of service, Pension and Life Assurance
Who you report to:	Senior Costing Administrator

SUMMARY OF ROLE

[bookmark: _Hlk92451611]Mountjoy Ltd is contracted to Fareham Borough Council to provide a maintenance and repair service to void properties and ad-hoc improvements to occupied properties plus day to day responsive repairs arising throughout normal working hours. 

We are seeking an IT literate and conscientious Costing Administrator to complement our growing team. Your principal aim will be to ensure all jobs are costed correctly and maximise profitability and turnover of the relevant department. 

KEY RESPONSIBILITIES

1. [bookmark: _Hlk513555044]To record information directly into the Job Management Systems or any other system(s) used to deliver the service.
· Cost all jobs by applying the relevant pricing mechanisms to maximize potential for relevant contracts 
· Ensure codes applied appropriately and materials amendments implemented Provide adequate support and cover for the other administrators, particularly on breaks, peak periods and annual leave.
· Highlight any issues and trends to relevant Supervisor/Manager in relation to task productivity where the expected demonstrated time for the trade and task has been exceeded.
· Review any loss-making jobs with the Senior Costing Administrator and provide detailed information.
· Ensure the Job Management Systems, Finance Systems and any other system(s) used to deliver the service, are updated in a timely and accurate way with all subcontractor, labour, plant, equipment, materials and other costs, and all billing information. 
· Respond to queries from client, subcontractors and staff when required
· To assist with any other administrative activities that are required to support the team, effectively manage the service and provide updates and information to the client.
· Embrace the Mountjoy ethos of “Integrity, built-in - doing the right thing even when no one is looking”





SKILLS REQUIRED

· [bookmark: _Hlk1406987]Have a clear and concise approach to verbal communication, able to use the phone to communicate effectively and have good typing skills.
· Have a reasonable proficiency in MS Office and able to use Mountjoy’s IT systems for cost management understanding how they function and interact with other systems.
· Have good typing skills and able to input accurate information
· Understand what it is to be part of a team and ensure that learning is shared within the team.
· Comfortable in a changing and evolving environment demonstrating a level head and enjoy the challenge
· Be flexible in your working hours to be able to support the delivery of the service; be reliable and dependable; identify issues and record them, along with other measures as necessary;
1. Proactive in identifying your development needs and doing something to overcome them. 

KNOWLEDGE REQUIRED

· Strong knowledge of National Schedule of Rates (Desirable)
· Basic accounting principles and their application (Desirable)
· Strong experience working within the Building Maintenance Industry

QUALIFICATIONS REQUIRED

· GCSE or Equivalent in Qualification in Maths and English.

EXPERIENCE REQUIRED

1. Vast experience of MS Office including Word and Excel with accurate typing skills
1. Basic knowledge of building maintenance trades and the tasks/activities that can be undertaken by each trade group.
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Integrity, built-in.




