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Job description

Job title Compliance Support Coordinator

CollegelService

Department/Team Accommodation Services
Accountable to Interim Head of Accommodation
Contract Fixed Term

Term 35 hours per week, 52 weeks per year
Grade

Salary £40,199 - £49,072 per annum
Location

HERA Reference 002523

Purpose of the role

The postholder will monitor day-to-day compliance tasks for all UAL High-Risk Halls of
Residence buildings, Partner Accommodation buildings and nomination halls, ensuring
that operational checks are completed and accurate information is shared with the Estates
Department.

The successful postholder will be required to organise and maintain all building safety
related documentation and certification, ensuring timely updates are provided to
Residence Managers and the Estates department, and will contribute to the development
of policy, process, standard operating procedures, and best practice through strong
stakeholder engagement.

The role will support Accommodation Services operational teams, and the wider Estates
department, in maintaining accurate ‘Golden Thread’ information by obtaining and
providing validated operational data (as required) and will assist the Residential
Operations Managers in coordinating accurate safety-related information flows between
Accommodation Services and the Estates department.

ual: 2



Key duties and responsibilities

Compliance Coordination

Monitor day-to-day compliance tasks for High-Risk Halls of Residence buildings,
Partner Accommodation Buildings and nomination halls, ensuring operational
checks are completed and information is shared with the wider Estates department.
Collate and maintain all building safety related documentation and certification.
Ensure any relevant updates are provided to the Interim Head of Accommodation,
Residential Operations Managers, and the Estates department in a timely manner.

Documentation Tracking & Assurance

Track Fire Risk Assessment actions, Building Safety Assessments and Building
Safety Case actions, ensuring operational actions are progressed by Residence
Managers, and all technical items are escalated to the Estates department, as
appropriate.

Provide regular updates to the Interim Head of Accommodation, Residential
Operations Managers, and the Estates department on outstanding or emerging
issues.

Operational Liaison

Work closely with the Residential Maintenance Manager and their teams to ensure
daily building inspections, housekeeping checks, and other local safety tasks are
completed and documented.

Ensure the Estates department’'s Hard FM teams receive accurate and timely
operational feedback on remedial works undertaken at High-Risk Halls of
Residence buildings, and where relevant, other halls.

Golden Thread & Information Support
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Support the Estates department in maintaining accurate ‘Golden Thread’
information by supplying validated operational data as required.

Assist the Residential Operations Managers in coordinating safety-related
information flows between Accommodation Services and the Estates department.



Risk & Issue Escalation

e Monitor operational risks within High-Risk Halls of Residence buildings, and where
relevant, other halls, escalating any concerns to the Interim Head of
Accommodation, Residential Operations Managers, Estates department, and
Health & Safety team as appropriate.

e Support the Residential Maintenance Manager in tracking remedial works relating to
Fire Risk Assessments at High-Risk Halls of Residence buildings, and where
relevant, support Residence Managers working at other halls, confirming works are
updated, recorded, and communicated as required.

e Report any Health & Safety incidents as appropriate using the UALs Eco Online
system.

Resident Safety & Emergency Planning
e Review PEEPs and GEEPs for completeness and operational readiness, ensuring
Residence Managers maintain accurate records, and that the Estates department
and the Health & Safety department receive required information.
e Support and provide guidance to Residence Managers for planned resident
engagement forums.
Training Coordination
e |dentify operational training requirements related to building safety and coordinate
relevant sessions with line managers, the Estates department and the Health &
Safety department.

Financial/Administrative Support

e Provide data to support budgeting and forecasting for safety-related operational
activities.

Other duties
e Perform duties and tasks consistent within the scope of this role as reasonably may

be expected and assigned to you from anywhere within UAL.
e Undertake health and safety duties and responsibilities appropriate to the role.
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Key working relationships

Associate Director, Accommodation, Catering and Retail Services
Head of Accommodation (Interim)

Residential Operations Manager (Facilities Management Lead)
Residential Operations Manager (Business Standards & Compliance)
Residence Managers

Residential Maintenance Manager

Residential Operations Team

OOH Senior Residence Manager

UAL Health & Safety team

Associate Director, Facilities Management (Estates)

Risk and Compliance Manager (Estates)

Head of Hard Facilities Management (Estates)

Head of FM Contract Services (Estates)

General duties

The duties below are in addition to the duties and responsibilities listed above:
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Perform duties and tasks consistent within the scope and grade of your role as
reasonably may be expected and assigned to you from anywhere within UAL.

Undertake health and safety duties and responsibilities appropriate to the role.

Work in accordance with the University’s Staff Charter and Dignity at Work Policy
ensuring equality, diversity and inclusion in your work to fulfil the University's
obligations under the Equality Act.

Undertake continuous personal and professional development, and to support it for
any staff you manage through effective use of the University’s Planning, Review
and Appraisal (PRA) scheme and staff development opportunities.

Make full use of all information and communication technologies to meet the
requirements of the role and to promote organisational effectiveness.

Conduct all financial matters associated with the role in accordance with the
University’'s policies and procedures, as laid down in the Financial Regulations.

Contribute to the University’s Climate Action Plan which sets out our principles,
commitments and goals towards climate justice and our socio-environmental
purpose.

You may be required to speak one-on-one with students in halls, this includes
meeting with students who are under 18 (on FE Courses) or who may be vulnerable
adults, an enhanced DBS check is required for this role.


https://www.arts.ac.uk/about-ual/climate-action-plan
https://www.arts.ac.uk/about-ual/equality-and-diversity/charter-marks-and-memberships

Person specification

Person specification

This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if
specified) that you will need to demonstrate you meet as part of the recruitment process.

Essential Skills & Knowledge

e Deep understanding of the Building Safety Act 2022, Fire Safety Regulations, and
relevant guidance (Approved Document B - BS9991).

e Experienced in coordinating compliance within a complex property portfolio, and
knowledge of fire engineering, or structural safety.

e Knowledge of Safety Case Reports, Golden Thread, and MOR systems.

¢ Relevant qualifications NEBOSH, CIOB, RICS, and IFE, etc. are required for this
role.

Communication skills

e Communicates effectively orally, in writing, and/or using visual media, adapting the
message for a diverse audience in an inclusive and accessible way.

Leadership and management

e Ability to work closely with senior stakeholders and to contribute to any key
decisions and changes of policy.

e Self-motivated with a positive and professional approach and can, when required,
work independently under pressure to tight deadlines.

Teamwork

e Works collaboratively in a team and where appropriate across or with different
professional groups.

Student experience or customer service

e Builds and maintains positive relationships with key stakeholders and students

Creativity, innovation and problem-solving

e Suggests practical solutions to new or unique problems, demonstrates ability to
think laterally and imaginatively when dealing with challenges, with the ability to
make decisions and find solutions using own initiative within the constraints of the
role and given policies and procedures.

Last updated: April 2026
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