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Job Description – Centre Administrator 


	Job Title
	Centre Administrator 

	Company
	Estama (UK) Limited

	Location
	Swan Shopping Centre, Leatherhead

	Line Manager
	Centre Manager

	Essential Duties & Responsibilities


	To undertake all administration duties as requested by the Centre Manager to ensure the smooth running of the office (on behalf of the Managing Agents and the Landlord).  
The following forms a summary of the expected duties of the Centre Administrator: 
Office Administration
· Assist in the preparation and processing of purchase orders, invoices, and expense claims.
· Administration of petty cash and purchase of office consumables
· Oversea daily/weekly banking processes as required
· Receive and process all invoices from contractors and process them for payment using the accounts system 
· Coordinate Utilities/Business Rates accounts & liaise with external consultants to accurately maintain schedule & ensure invoices are processed timely & accurately 
· Manage relationships with suppliers regarding payments and discrepancies for all services provided .
· Maintain records of expenditure and assist with budget tracking and reporting.
· Support in preparing financial reports and documentation for audits, Budgets or monthly/quarterly Management reviews. 
· Provide general administrative support to the Centre Management team.
· Maintain organised filing systems (both digital and physical) for leases, tenant correspondence, and operational documentation.
· Manage incoming and outgoing correspondence, emails, calls, and deliveries.
· Prepare and distribute meeting agendas, minutes, and reports as required.
· Monitor and order stationery and office supplies.

Operations & Compliance Support
· Assist team with tracking and coordinating contractor activities, work permits, and health and safety documentation.
· Help maintain compliance logs (e.g. fire safety, waste management, insurance certificates).
· Support the Manager with scheduling maintenance or service providers as needed.
· Maintain up-to-date incident and accident logs, ensuring proper reporting protocols are followed.
 Customer Service
· Respond to general customer queries or feedback in a professional and courteous manner.
· Liaise with the cleaning, security, and customer service teams to ensure smooth day-to-day operations
· Reception Duties  – Greeting all visitors, dealing with contractors, keeping reception area tidy. 
· General Office Duties – including answering telephone calls, filing, maintaining Centre Manager’s diary, dealing with post and typing of 
· Mall Promotions – Ensuring that all mall promotions are sanctioned by the Centre Director and dealing with administration in connection with mall promotions.  Attending meetings when requested to do so in respect of promotional activities and to take minutes where necessary. 
· Be the public face of the Centre when dealing with members of the public, shoppers, tenants, contractors and visitors 
· Assist the Centre Manager  with preparing the monthly/quarterly report 
· To support the Marketing Company in the collation of Monthly Newsletters, website and social media updates and event activity. 
· Assisting with centre operational issues as directed by the Centre Manager
· Any other duties from time to time reasonably required and directed by the centre manager.

	Skills & Competencies
	· Numeracy & accuracy 
· Good organisational skills 
· Good interpersonal skills, capable of communicating at various levels 
· Effective PC skills, including Microsoft packages – high level 
· Pro-active, flexible attitude 
· General office Duties 
· Actively builds and develops relationships internally and externally 
· Committed and focussed 
· Positively works towards improvement 
· Ensuring a high level of customer satisfaction 
· Prioritising and organising workload 
· Displaying integrity at all times 
· Good telephone manner 
· Personal & presentable

	Experience
	· Previous experience in general administration. Preferably in a shopping centre or property management environment


	Qualifications
	· N/A
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