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POSITION DESCRIPTION: 	Business Unit Administrator

	DEPARTMENT
	Pump Rental Solutions

	LOCATION
	Chandlers Ford 

	POSITION PURPOSE
	Provide comprehensive administrative and office support to the Pump Rental Solutions Business Unit, the Business Administration 
Manager, and the Strategic Project Manager while coordinating and 
managing business travel for PRS, PS&M, and various central 
functions. The Business Unit Administrator will assist with delivering 
the Group’s corporate social responsibility initiatives, events, and 
corporate hospitality, ensuring the smooth operation of the Group
and the Business Unit.  

	RESPONSIBLE TO
	Strategic Project Manager 

	REGULAR CONTACTS
	External 
	Customers 
Suppliers
Charity NGOs, and community organisations

	
	Internal
	Executive Leadership Team 
Senior Leadership Team
Departmental/Branch Team Members 
General Managers with the Group
All PRS and PS&M Staff 



MAIN RESPONSIBILITIES:
· Coordinate and manage travel bookings for parking, taxis, and ferries for multiple business units and teams across the Group (PRS, PS&M, Central Functions), ensuring efficiency and cost-effectiveness.
· Administer personal safety devices, ensuring proper allocation, maintenance, and usage.
· Manage user administration for travel, expenses, and volunteering online platforms, ensuring all user details are up to date.
· Oversee the production and submission of the out-of-hours call-out rota for the PRS Business Unit.
· Prepare and distribute new starter documentation, ensuring smooth onboarding for new employees.
· Manage and distribute PRS customer rebate letters, ensuring accurate and timely processing.
· Assist in the production and formatting of the PRS annual budget, working closely with relevant stakeholders.
· Coordinate and lead the Group’s innovation programme, including chairing monthly meetings with senior management to drive new initiatives.
· Maintain multiple shared inboxes, ensuring prompt and effective communication across the business.
· Arrange and coordinate offsite meeting rooms for ad hoc team meetings, ensuring all logistical needs are met.
· Organise business lunches as required, managing logistics and catering where necessary.
· Manage branch and departmental credit card purchases, ensuring compliance with company policies and effective tracking of expenses.
· Order ad hoc office supplies to ensure the smooth operation of the business, maintaining adequate stock levels.
· Support the delivery of the Group's CSR activities and initiatives, assisting in the execution of corporate social responsibility programmes.
· Assist in the production of CSR communications and marketing materials, including attending monthly catch-up meetings with the marketing team to ensure alignment.
· Assist with the organisation and execution of corporate hospitality events, including internal events and team-building activities.
· Provide administrative support for senior leadership team (SLT) members, including coordinating meetings, preparing PowerPoint presentations, and drafting letters.
· Assist the Business Administration Manager with maintaining the Business Unit's intranet page, ensuring up-to-date content.
· Provide annual leave cover for the Business Administration Manager, ensuring continuity in their absence.


PERSON SPECIFICATION 
	QUALIFICATIONS
	· Good General Education 

	EXPERIENCE 
	· Previous administrative experience
· Business administration qualification (NVQ2) is preferred but not essential 

	KNOWLEDGE AND SKILLS 
	· Proficient in Microsoft Office Suite (Word, PowerPoint, Excel, Teams, SharePoint, One Note, MS Forms) and Canva 
· Excellent communication and interpersonal skills
· Effective organisational, planning, and prioritising skills

	PERSONAL QUALITIES 
	· Attention to detail and high level of accuracy
· Ability to multitask and prioritise workload 
· Pre-emptive and able to assimilate new information quickly
· Ability to maintain demanding deadlines 
· Creative, flexible, and innovative team player
· Ability to establish and maintain effective working relationships with co-workers, managers, and clients
· Ability to work independently 

	TRAINING
	· Willingness to further develop skills and knowledge via internal training




Statutory Requirement 
Each employee must ensure that all tasks are carried out within the Company’s Health and Safety Policy, and any relevant Codes of Practice, including COSHH sheets and other instructions, to minimise risk to themselves and other personnel and that good housekeeping is always applied.
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