GreenSquareAccord Job Description

	Job Title
	Property Compliance Coordinator
	Location
	Brindley Place

	Directorate
	Operations

	Department
	Property Compliance
	Date updated
	September 2026

	Job Family 
	
	Grade
	3

	Organisational Structure

	
· Reports to: Property Compliance Manager
· Working alongside: Asbestos Supervisors, Asbestos Coordinators, Project Surveyor (Water Hygiene), Property Compliance Coordinators and Property Compliance Administrator 
· Direct report job titles: None


	Role Purpose

	The Property Compliance Coordinator supports the Property Compliance Manager in the effective delivery of the day-to-day coordination, administration, monitoring and reporting of compliance programmes and associated activities. This includes monitoring contractor delivery of legionella risk assessment programmes and planned maintenance visits, reviewing the associated documentation, and progressing remedial actions identified through risk assessments.

The role is primarily focused on Water Hygiene compliance, however the post holder will support the business’s other compliance areas, including the big six, when required.  

The role helps ensure that compliance activities are delivered on time, accurately recorded, appropriately evidenced and aligned to statutory, regulatory, and safety related policy. Your priority is ensuring customer safety and removing risk through the delivery of the programmes in line with operational and service targets and all current and future Statutory Regulations, Approved Codes of Practice (ACOP), official guidance standards and best practice.

The post holder will liaise with contractors, consultants, internal teams and customers to support delivery of water hygiene activities, resolve day-to-day queries, maintain accurate compliance data and escalate risks or service failures in a timely manner.
 

	Key Accountabilities

	As a Property Compliance Coordinator focusing on Water Hygiene, you will – 

Participate in Programme Coordination
· Coordinate scheduled Water Hygiene activities, including risk assessments, routine monitoring, flushing, sampling, temperature checks, remedial works and follow-on actions.
· Monitor programme progress against agreed targets, KPIs and service standards, highlighting overdue actions, access issues, failed appointments and non-compliance risks to the Property Compliance Manager.
· Support the planning, prioritisation and scheduling of contractor activity our stock where water hygiene duties apply.

Manage data and information 
· Maintain accurate Water Hygiene records within C365, housing management systems, contractor portals and shared trackers. Ensuring records are complete, current, auditable and aligned to core stock data.
· Review water hygiene monitoring records, sampling results, risk assessments, schematic information, remedial updates and contractor returns, escalating missing, incomplete or inaccurate data to the Property Compliance Manager. 
· Contribute to routine performance information, exception reports and evidence packs for the Property Compliance Manager to support compliance monitoring, audits, regulatory assurance, contractor meetings and management reporting.

Liaise with contractors and stakeholders
· Act as a day-to-day point of contact for Water Hygiene contractors, consultants and internal teams, supporting effective delivery of monitoring, servicing, sampling and remedial activities.
· Coordinate access arrangements, customer communications and follow-up activity where required with a focus on ensuring vulnerable customers, safeguarding considerations and access restrictions are appropriately flagged.
· Support Water Hygiene contract meetings by preparing agendas, minutes, and supporting documentation on day-to-day performance. 

Provide financial and administrative support
· Raise purchase orders, process invoices and support financial administration in line with internal procedures. Checking information against works orders, schedules of rates and contract requirements.
· Assist with tracking spend, service charge information, contractor documentation and other records required for budget management and value for money analysis.

Contribute to customer safety and compliance assurance
· Support a water safety and compliance focused culture by ensuring actions, evidence and records are maintained across the business to demonstrate customer safety and statutory compliance.
· Identify and escalate overdue remedial actions, missed monitoring visits, failed appointments, incomplete evidence, access risks, positive sample results and potential breaches of policy, regulation or statutory duties. 
· Contribute to continuous improvement by identifying recurring issues, data gaps, repeat access failures and opportunities to improve Water Hygiene service delivery.
 

	Working Relationships and Contacts

	Internal
	· GreenSquareAccord Limited employees.

	External
	· External companies and other Housing Associations.
· GreenSquareAccord Limited suppliers and Contractors.
· Consultant and third-party agencies.
· GreenSquareAccord Limited customers/residents including Leaseholders.
· Local Authorities and registered social landlords.
· Managing Agents.


	Other knowledge, skills and experience

	· Experience of working in a property/compliance coordination, repairs or housing environment, ideally supporting water hygiene, mechanical services or health and safety programmes.
· Good organisational skills with the ability to prioritise work, monitor deadlines and manage a programme of high-volume remedial actions accurately.
· Strong attention to detail and ability to maintain accurate Water Hygiene records, including trackers, housing management systems, contractor evidence and audit information.
· Confident written and verbal communication skills, with the ability to liaise professionally with customers, contractors, consultants and colleagues.
· Good working knowledge of Microsoft Office, particularly Outlook, Word and Excel; experience of compliance management systems, housing systems and contractor portals is desirable.
· Awareness of Water Hygiene compliance, legionella control, risk assessments, routine monitoring, remedial actions, health and safety or social housing regulatory requirements is desirable.
· Undertake other duties as may reasonably be required, including supporting the business’s other compliance areas as and when required.
· Complete training that is relevant for the role.
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Person Specification

	QUALIFICATIONS AND TRAINING

	Essential
	Desirable

	· Relevant qualification to the role specialism such as: 
· City and Guilds Legionella Awareness 
· Level 2 VRQ Award: Understanding Water Hygiene & Safety in Housing 
	· Level 2 NVQ Awareness in Asset and Building Compliance, or equivalent 

	· GCSE C or above in English, or vocabulary, verbal reasoning and numerical skills to the equivalent ability level.
	



	KNOWLEDGE, SKILLS AND EXPERIENCE 

	
	Essential
	Desirable

	Policy/procedure knowledge/Advice
	· Experience of working in the property services, compliance or maintenance sector.

· Experience of working with customers, external contractors and suppliers.

· A solid understanding of responsive and cyclical programmes.
· Experience of working with in house software systems including MRI

· Meticulous record keeping

· Experience of entering and managing a variety of data in a database/spreadsheet accurately and attention to detail.

· Good communication and negotiation skills, with the ability to build positive relationships with internal and external customers.

· Professional attitude and approach to work, whilst being diplomatic and persuasive and able to resolve conflict.

· Ability to act as a positive ambassador with a commitment to customer care and equality and diversity.
	· Experience of working with Compliance related management systems such as C365.

· Analytical skills and an understanding of health and safety related risk.
· Understanding the role of registered providers and an appreciation of the needs and circumstances of social housing residents and the communities in which they live.

· Property maintenance or housing experience gained in a Housing Association or Local Authority.

· Ability to problem solve



	Quality/Timeliness
	· Ability to meet deadlines and achieve targets and objectives.

· Planning, project, time and individual workload management and personal organisation skills.

	· Organised and methodical, with good time management showing initiative 


	Initiative and Creativity
	· Ability to communicate and work with internal and external customers, stakeholders and colleagues at all levels

· Able to demonstrate drive and determination.

	· The ability to constructively challenge the current way of doing things – looking for new or creative ways of working that could be more effective


	Problem solving/analysis/Decision Making
	· Experience of analysing and correlating data from multiple sources.

· Able to effectively manage telephone complaints and queries from customers, demonstrating an ability to resolve problems.

	
· Ability to work in a cross-cutting role collaborating with other services, teams and external partners.


	Report/document/letter writing/Minute taking
	· Experience of preparing agendas, minute taking and producing action logs.
	· Experience of managing a variety of data accurately with attention to detail.

	Project management
	· Experience of co-ordinating servicing programmes with Contractors 

	· Experience with supporting the coordination of cross functional working internal and external to GSA.

	Financial
	· Experience of raising purchase orders, scrutinising invoices and authorising invoices 

	· Assisting with the daily management of a budget tracking and allocation of works whilst meeting compliance requirements.


	Procurement/contract Co-ordination
	· Experience of liaising and coordinating contractors on any contractual day to day issues

· Building and maintaining excellent relationships with all services providers to ensure smooth delivery of compliance related functions.

	· Ability to co-ordinate contractors in line with GSA’s procedures and industry best practice
· Involvement in Contract tendering processes, including selecting and awarding new contracts, and extension of existing contracts

	ICT/Software
	· IT literacy using Microsoft Windows software including Word, Excel, SharePoint and Outlook

· Strong co-ordination and administrative skills

· Ability to develop and effectively maintain information databases


	· Experience of shaping compliance software systems  

· Experience of working on housing management systems 

· Proficient in the use of 3rd party contractor portals 
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