	Job title: 
	Commercial Assistant

	Line manager: 
	Commercial Manager

	Grade (if applicable):
	

	Direct reports: 
	None
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	Role purpose:

	The Commercial team ensure that repairs and maintenance work carried out by contractors, on behalf of Peabody, meet the standards and costs agreed by Peabody.

This role will ensure that all costs associated with repairs works are recorded and the correct schedule of rates (SOR) codes are allocated; review invoices from contractors ensuring they match agreed costs, and review works (photos etc) to ensure they have been completed to a satisfactory standard. 


	Key results:
a. Commercial completion of orders within 7 days of operational completion.
b. Zero invoice rejections.
c. Quality of works.
d. Weekly/ monthly cost reporting.
e. Delivery within budget.


	Success metrics:
· Apply SOR codes to large volumes of repair works orders within 24hrs of completion.
· Re-measurement and valuation of operative and subcontractor works.
· Monitoring and control of costs/expenditure of materials, operatives and subcontractors.
· Support the Commercial Analyst to prepare weekly commercial reports.
· Preparation and agreement of monthly applications and invoices.
· Ensure regular communication with subcontractors, producing general correspondence as required.
· Review and monitor all costs associated with repair works being carried out by contractors (operatives, supply chain and materials). 
· Ensure accurate, up-to-date records are maintained - ensuring databases and IT systems are updated and all relevant documents are filed (notes, certificates, images etc).
· Review operative productivity weekly.
· Provide feedback to operational team to enhance quality of information at source. 
· Provide administrative support to the Commercial Analyst and Commercial Manager.
· Maintain and monitor key performance indicators.
· Participate in financial audits when required.
· Provide a professional and friendly, customer-focused, and reliable service.
· Develop and maintain relationships with internal and external stakeholders to support our customers and consistently demonstrate a 'can-do' attitude.
· Assess clients’ needs to ensure effective service delivery. 
· Advise and support our customers in resolving their queries and issues, ensuring that their expectations are managed, and proactive resolutions are identified. 


	About you:

1. Experience within repairs and maintenance.
2. Ability to undertake re-measurement of repairs work and valuation and pricing.
3. Fast, accurate data entry skills.
4. Some experience of Cost Value Reconciliation (CVR)
5. Good IT skills, particularly Microsoft Outlook, Word and Excel.
6. Good understanding of SOR codes.
7. Understanding of data protection and confidentiality.
8. Good planning and organisational skills with ability to prioritise own workload, deal with conflicting demands and meet tight deadlines.
9. Good communication skills, both written and verbal.
10. Ability to work within a team as well as independently.
11. Ability to show tact and discretion when dealing with colleagues and members of the public.
12. Good attention to detail. 
13. Flexibility and willingness to work outside normal office hours occasionally.


Desirable

· Experience of quantity surveying or a relevant qualification.
· Familiarity with Standard Forms of Contract. 
· Relevant health and safety qualification.
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