Job Profile: Engineering Administrator

Role Title: Engineering Administrator
Department: Engineering
Reports to: Engineering Manager
Location: Bradgate Bakery AG/MR

1. Role Purpose
The Engineering Administrator supports the effective running of the engineering function through accurate coordination of labour, training, procurement, system administration, and communication. 

2. Key Responsibilities

Shift Coordination & Labour Planning
- Organise shift cover for holidays, sickness, training, and unplanned absences.
- Update and maintain the engineering shift rota in real time.
- Communicate rota updates clearly to team leaders and engineers.
- Track contract labour utilisation and associated spend.

Training & Competency Management
- Plan, schedule, and organise training for engineers.
- Arrange shift cover for engineers attending training.
- Send training confirmations and maintain accurate training records.
- Deliver basic training to engineers where appropriate.
- Support competency matrix updates.

Procurement & Financial Administration
- Raise purchase orders for parts, services, and consumables when required.
- Raise capital orders for the projects team following CAPEX processes.
- Book in orders, match delivery notes, and allocate costs accurately.
- Liaise with suppliers regarding order status and documentation.
- Support tracking spend for labour, parts, and project budgets.

Work Order & System Administration
- Support CMMS data accuracy and upkeep.
- Input labour hours, update work orders, and close completed tasks.
- Log work requests and ensure correct prioritisation.
- Generate reports and KPI data for meetings.

Communication & Coordination
- Liaise between engineers, TLs, contractors, and other departments when required.
- Coordinate contractor access and documentation (RAMS, permits, inductions).
- Communicate training schedules.
- Update internal engineering communications when required.

Compliance & Record Keeping
- Maintain accurate training records.
- Support health & safety documentation and statutory checks.
- Assist with preparing materials for engineering reviews and audits.

3. Skills, Knowledge & Experience

Essential:
- Strong organisational and planning skills.
- Clear communication with technical and non-technical teams.
- Experience in scheduling or coordination.
- Competent in MS Office and CMMS platforms.
- High accuracy and attention to detail.

Desirable:
- Experience within engineering or manufacturing.
- Knowledge of procurement or financial admin.
- Familiarity with CMMS systems such as Mainsaver, SAP, or Agility.
- Understanding of engineering processes and terminology.

4. Behaviours
- Proactive and continuous improvement mindset.
- Supportive, approachable, and confident communicator.
- Strong team player who collaborates well.
- Reliable and professional handling of sensitive information.

5. Key Performance Indicators (KPIs)
- Timeliness and accuracy of rota and shift cover updates.
- Training completion rates and record accuracy.
- Order processing accuracy and turnaround time.
- CMMS data quality and admin-related workflow efficiency.
