Job Title: Utilities Administrator
Location: Liverpool
Salary: New rate
Job Type: Full-time (Part-time considered), Permanent

Role Overview
We are seeking a highly organised and detail-oriented Utilities Officer to join our team. This role is responsible for managing utility accounts across our property portfolio, ensuring accuracy, compliance, and excellent service delivery. You will play a key role in supporting tenancy changes, resolving supplier issues, and providing guidance on utility usage and billing.

Key Responsibilities
· Register and maintain utility accounts, including gas, electricity, council tax, and water. 
· Ensure all account details and meter types are accurate and appropriate. 
· Liaise with utility suppliers to resolve discrepancies and coordinate smart meter installations. 
· Attend properties when required to support meter installation engineers. 
· Support tenancy changes by updating internal systems and notifying suppliers promptly. 
· Assist colleagues and service users with queries relating to utilities, billing, and energy usage. 
· Produce reports and analyse utility data to identify trends, inconsistencies, or anomalies. 
· Maintain accurate and up-to-date records within internal systems (ReMaS, Arthur, Sage). 
· Support the property onboarding team with utility registrations and compliance checks. 
· Travel to other Bedspace offices to assist with staff training where required. 

Requirements
· Previous administrative experience (essential). 
· Full UK driving licence and access to a vehicle (essential). 
· Strong communication skills with a methodical and organised approach. 
· Excellent customer service skills and the ability to manage competing priorities. 
· Proficiency in Microsoft Office, particularly Excel. 
· High attention to detail and accuracy. 
· Ability to work under pressure and meet deadlines. 
· Knowledge of council tax procedures (desirable). 
· NVQ Level 3 in Administration or equivalent (desirable). 
· Enhanced DBS check required. 

