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Role definition

	Job title:
	Asset Data Coordinator

	Reports to:
	Operations Manager

	Direct reports:
	None

	Business unit:
	Baker Hicks
	Location:
	 Reading


Summary
	Baker Hicks provides a managed service for a major Defence Contractors Configuration Management function. Based on the clients sites, we provide support to Document Management & Administration / CAD / BIM / Surveying / Tooling with a team of approximately 70 people. As part of the growth of the service, we have identified the need for an Asset Data Coordinator.  The role will provide support in the field collection and validation of asset information in conjunction with the wider Asset Data Collection team.


Key objectives
	· Identify scope of works for data capture activity in conjunction with the Client Asset Optimisation representative
· Planning & Coordination of programme & resources for data capture in conjunction with wider team to ensure data supplied can be processed
· Responsible for the processing & validation of data sets following field collection by others, utilising the company templates for data capture & upload
· Working with the surrounding team, the successful applicant will be accountable for identifying any  data discrepancies to improve the accuracy of the data set and associated metadata
· Reporting into the client Asset Optimisation team to provide updates on progress and accuracy of information. 
· It is anticipated that the Asset Data Collection team will comprise of Asset Data Coordination & Data Capture Surveyors.


Principal responsibilities and accountabilities

	· Ability to read and understand technical information, and identify any conflicts that exist within the available data sets
· Plan scoping activities with input from the Client’s Asset Optimisation team to understand the available data sets and intended data capture activities

· Coordinate the plan of works for the Asset Data Collection team in conjunction with the Asset Optimisation team’s scope of works
· Agree data sets for Asset information collection utilising Asset Grouping in alignment with the company policy for Asset types (Assets / Asset Components / Parts)
· Validate incoming information following data collection by the Asset Information Collection team, in alignment with Data requirements contained in AM-P-2020 (/AIS Data Standard – under development)
· Capture data utilising the company upload templates for the Asset Management System, applying the following:  Service codes, Class codes, Location codes & category codes, based on AM-P-2020 Data Capture requirements & supporting processes AM-P-E-2040, AM-P-E-2050 & AM-P-5220 (BIM SMP)
· Apply Asset care policies to new asses inline with Asset Importance scoring.
· Support the asset optimisation team in Facilitating workshops to undertake Asset importance scoring, working in conjunction with the relevant SMEs

· Assign Importance codes, based on the company guidance contained within AM-P-2040, working in conjunction with the facility stakeholders to identify risks associated in the failure of an asset
· Provide data sets ready for validation by the Asset Optimisation team & Facility Engineer

· Work alongside the client’s Asset Optimisation Engineer to identify new scopes of work and plan these in accordance with priorities

· Drive to correct any inefficiencies within the data collection process

· Ensure the schedule of works is achievable for facility data collection activities
· Arrange access into facilities inline with the agreed plan
· Make recommendations for data amendments

· General data cleansing and collection to improve the quality of datasets within the business

· Reporting & presentation on progress to allow risks to be understood 
· Working in conjunction with the Data Capture team to identified priorities & risks within plan
· Support to the immediate team to ensure deliverables can be achieved 

· Ensure consistency in quality of information produced within the team, identifying any scope for improvement and applying lessons learned
· Document and escalate any Data Quality issues for impact assessment & resolution
· Liaise with the asset management team to identify and agree priorities in workstream

· Provide input to the reporting process for the operational team
· Working with the team to continually improve the service, its delivery by means of best practice, new techniques and initiatives to drive improvement and efficiency

· Analysis of data set to identify any gaps or discrepancies
· Act as first line support for Asset Information technicians in data collection tasks



Person specification

Qualifications and training

	· HNC/D in a Mechanical or Electrical Engineering discipline or equivalent

· Previous experience of working with Asset Care / Maintenance regimes SFG20 / FMEA
· Good Knowledge of IT including all MS Packages
· Good presentation skills and ability to manipulate data sets
· Excellent communication skills


Technical skills and experience
	· Experience of reading and understanding technical information
· Experience in working with Asset Information
· A broad understanding of buildings & Mechanical & electrical services 

· Ability to analyse data sets

· Ability to coordinate tasking within a supporting team
· Preparing datasets to enable planning of works and identify areas for improvement
· Experience within a metadata-driven administration role
· Ability to engage with stakeholders
· Ability to interpret data and work to deadlines
· Reliable, enthusiastic, hard-working, and able to priorities using their own initiative

· A pro-active, can-do attitude is a must

· Good communication and interpersonal skills, and able to communicate with colleagues and customers in person, by telephone and in writing

· Good keyboard / IT skills with experience in MS Office packages such as Word, Excel, Outlook and Power-point
· Ability to manage data in Sharepoint
· Experience in dataset interrogation

· Good interpretive skills and ability to present data

· Good attendance and time keeping

· Highly motivated and committed to doing an excellent job

· Able to work with a variety of tasks

· Ability to work with a wider team to drive tasks to completion 

· Ability to interrogate data to feed into reporting process

· Ability to engage with a range of senior stakeholders to enable action close out
· Able to demonstrate an aptitude of effective communication with our clients that supports this key business objective
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