
Port of London Authority 
 

ENGINEERING ADMINISTRATOR 

JOB DESCRIPTION 
 

1.  JOB DETAILS DEPARTMENT: M&E Engineering 

Job Title: Engineering Administrator Reports to:  Marine Maintenance 
Manager 

 Grade:   10 
 

 
Date: March 2016 

 
2.  JOB PURPOSE  
  
 To provide administrative support for the engineering dept. at the PLA Denton site 

and to act as secretary to the Mechanical & Electrical Engineer and Staff, 
including on occasion, covering the Stores function and Receptionist services to 
support the efficient operation of the two departments. 

 

 
3. JOB DIMENSIONS 
 
Financial: Departmental 

1. Budgeted cost of operation £3.9m (remote) 
2. Delegated authority for expenditure on Departmental requirements to  

                  value £1,000 per order. 
 
 Group 

1. PLA turnover £50m 
 
 Staff Responsibilities 

1. Direct  -  Nil 
 

 
4.  ORGANISATION CHART ATTACHED 
  

 

5.  KNOWLEDGE, SKILLS AND EXPERIENCE  
  
 Education to GCSE level standard with English and Mathematics at grade C or 

above, plus  a, secretarial qualification   
 
     Demonstrable  experience of purchasing and accounting functions. 
 

 Computer literate, with well-developed keyboard and typing skills; high working 
knowledge of MS Office suite or similar.  Must have  well developed knowledge 
and experience of data input and management of bespoke electronic systems for 
maintenance, defect reporting, stores ordering and accounting. 

 

 Familiarity with various types of office equipment: e.g. photocopiers & printer etc.  
 
     A well-developed knowledge of office administrative, reception and telephonist 

routines.   
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     Must be capable of dealing firmly but fairly with the public at all levels and 
presenting a positive image to PLA visitors. 

 
6.  KEY ACCOUNTABILITIES 
  

 Provide the administrative support to the Mechanical & Electrical Engineering 
dept. provide reception cover for holidays, sick leave and busy periods when 
necessary at Marine House Denton. Control access and promote customer 
care, dealing appropriately with customers, contractors and other visitors. 

 Carry out general secretarial duties for department managers including typing 
and minute taking at meetings etc.. 

 Enter appropriate data into the stores and purchasing computer system, for 
the preparation of Engineering and Purchase Orders.  Manage the 
authorisation and processing of invoices (approx. 60 per month, £500 - £2K). 

 Enter engineering/work-request/historical data into the computer-based 
planned maintenance and other electronic management systems.  Produce 
tabular maintenance/defect information from systems’ retained data, to trigger 
key planned maintenance events for the PLA fleet. 

 Organise and authorise supply and issue of departmental stores, stationery, 
etc., to maintain efficient running of the two departments. 

 Identify suitable suppliers for goods and services, in support of Engineering 
activities and negotiate on pricing/specification/delivery, to achieve business 
demands at cost-effective rates. 

 Filter and channel telephone calls to appropriate managers, to ensure correct 
communication and exchange of information.  Answering telephone queries 
from members of public, contractors and suppliers and dealing with service 
enquiries from within the PLA. 

 Provide and update the filing system for departmental records, to facilitate the 
easy retrieval of information for Mechanical & Electrical Engineering dept.    

 Type, file and distribute correspondence for managers and departmental 
officers, to facilitate effective communication of information. 

 Co-ordinate and organise diary schedules, to ensure best use of 
management time.  Collate and record ME staff holiday requests and advise 
on personnel availability to ensure work force cover. 

 Organise and communicate meetings/itineraries/course bookings, to support 
the delivery of service. 

 Provide and update the Marine Engineering technical library and drawings 
database, to facilitate the easy retrieval of information. 

 Undertake any ad-hoc administrative projects and tasks as directed by 
Departmental Managers. 

 

7.  COMMUNICATIONS AND WORKING RELATIONSHIPS 
  

 Internally, extensive with departmental and operational managers and staff. 
 

 Externally, the post is involved in contacts for purchasing administration, 
representation of the PLA with the public and management of diary 
movements/meetings etc and with a wide range of contractors/customers. 
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8.  DECISION MAKING AUTHORITY 
  

The post holder should prioritise work, to ensure that service to two key departmental 
managers is co-ordinated.   
 

The post holder has secretarial control over the diaries for two Departmental 
Managers. 
 

The post holder has delegated authority for deciding and approving departmental 
purchases, up to the value of £1,000.  

 

 

9. REPORT PREPARATION 
 

Producing tabular and/or written informational reports from assessment of 
engineering data. 

Drafting PLA letters for M&E Eng. and MMM and staffs.  Signing letters of a routine 
nature, on behalf of managers. 

Compiling minutes and/or notes at scheduled and ad-hoc meetings. 

 
 

10. HEALTH & SAFETY 
 

 All staff are responsible for complying with rules and regulations 
governing employment by the PLA, and are obliged to assist the PLA to 
comply with all statutory and regulatory provisions, including a duty of 
care for their own health and that of others. 

 You will be tested for alcohol and drugs in all cases where you have had 
any involvement in a workplace accident or in any incident that has 
caused or could have caused a danger to health or safety. Testing will 
also be carried out where management has grounds to believe or 
suspect that you may be under the influence of alcohol or drugs. This is 
known as ‘with cause’ drug or alcohol testing 

 Random alcohol and drug testing will be carried out on all members of 
staff. 

 
 

11. AUTHORISATION DETAILS 
 

 Prepared by: __________________________       Date: _________________ 

 

       Authorised by: _________________________      Date: _________________ 

 
 

12. JOB HOLDER’S RECEIPT 
 

 Name: __________________________       Date:  ___________________ 

 

       Signed: _________________________      Date: ____________________ 

 


