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	Label
	Description

	Position Title:
	SENIOR PROPERTY OFFICER

	Position no:
	50058551

	Team:
	[Finance]

	Department:
	Property

	Location: 
	Ultimo

	Reports to:
	BUILDING OPERATIONS MANAGER
50058075

	Classification:
	Administrative/Professional

	Schedule:
	[Schedule A]

	Roster cycle
	[Non-Rostered]

	Band/level:
	[Band 6-7]

	HR Endorsement:
	14/11/2025


Purpose
[bookmark: _Hlk35850312]To deliver safe, clean and functional spaces that enable efficient, high-quality content production and broadcast, as well as effective operations for tenanted spaces. Strategically manage, maintain and improve property facilities and services to effectively and efficiently deliver a high level of customer service.
Key Accountabilities
Lead the management of all soft services and contractors, including but not limited to cleaning, waste and recycling, pest control, plants, and grease trap services. 
Lead the coordination and planning of Emergency Response Training, including Warden training, Chief Warden training, and building evacuations for ABC staff and tenants.
Manage all day-to-day tenant related matters, ensuring high level of customer service, tenant satisfaction, and standardisation of processes and procedures, with support from the Property Manager.
Effectively manage the supply of building related consumables.
Support, as required the coordination of planned and unplanned maintenance of all building services and minor works projects.
Oversee the on-site car parking, End of Trip facilities (including bike cage & lockers), communal hubs, amenities, internal events, storage areas, plants, gardens and amenities.
Apply Property Services policies, procedures and practices as appropriate to the delivery of responsibilities, including delegations, financial controls, contractor inductions and fire alarm isolations.
Support Mailroom staff and operations including mail and deliveries, courier deliveries, financial reporting and invoice processing. 
Act as Floor Warden and participate in the Emergency Control Organisation as required, including assisting with the coordination of fire safety initiatives, training, procedures and diagrams.
Carry out other reasonable property related duties as required or directed.
Actively promote the ABC values and apply all relevant workplace policies and guidelines.
Cooperate with any reasonable instruction, procedure or policy relating to safety and take reasonable care for your own safety and that of other people who may be affected by your conduct while at work. Additional WHS responsibilities apply to Managers and Supervisors, Team Directors, and other Officers.
Key Capabilities/Qualifications/Experience
1. Relevant tertiary qualifications or demonstrated equivalent skills, knowledge and experience.
2. Substantial experience in the coordination and delivery of property services within a large scale commercial environment is desirable, across disciplines such as Facilities Management, Property Management, Project Management or Workplace.
3. Ability to deal effectively and efficiently with stakeholders at all levels, with a strong focus on customer service and relationship management.
4. A proactive attitude and collaborative approach to initiating and contributing to improved ways of working with a diverse range of clients.  
5. Demonstrated extensive ability to work effectively under pressure and manage multiple priorities in a fast-paced environment.
6. Expertise in adhering to and advising on relevant WHS requirements.   
7. High level computer skills and the ability to use a range of software applications, including SAP and Microsoft Office Suite.
8. ABC Values: Demonstrated personal commitment to fostering an inclusive and respectful environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking differently, taking ownership, and delivering together.
9. ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and a commitment to adhere to these; particularly in relation to complying with health, safety and wellbeing requirements in the workplace and acting in accordance with the ABC Values.
10. Diversity and Inclusion: Ability to communicate effectively and build relationships with people from a range of diverse backgrounds. 
Special Requirements:
· Ability to work to full time on site and afterhours (as required) and to on-call arrangements, as per the Enterprise Agreement. 
· Possession of a current and valid driver’s license 
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