EST. 1759

SYKES

& SON LIMITED

Title of Position: M|cr<.)s.oft Dynamics Service Management Systems
Administrator

Based at: London-Full time-Office based, with occasional travel
) across the South of England, including the Isle of Wight

Hours of work Between 8am to 5pm

Standard Weekly Hours: 40 hours

Reporting to: Operations Support Manager

Contract Type: 6-month Fixed Term Contract (initially)

Working Relationships: Colleagues, Field Engineers, Stakeholders, and Clients

Right to work documentation: All applicants must have the right to work in the UK

Probation Period: 3 months

Established in 1759 in the heart of the capital, Sykes & Son Limited is the UK’s oldest
independent building contractor.

Whilst our heritage is a source of great pride, we have continued to adapt and evolve over this
time into a multi-disciplinary contractor with an annual turnover of £40m.

Today, we operate across three major workstreams: Building, Mechanical & Electrical, and
Maintenance. This enables us the ability to deliver reactive works and multi-million-pound
projects, as well as everything in between for our prestigious clients

From royal palaces to world famous museums, galleries, and universities, we continue to build
and maintain long-term relationships with our renowned blue-chip clients.

We are proud too of our longevity and stability. This has been built from a focus on self-delivery
and long serving staff. Sykes offers a place to develop careers—combining the security of a
long-established business with the opportunity to shape your future.

All of us at Sykes are privileged to continue the legacy of a business trading for over 260-years,
acting with absolute integrity, openness and a passion for excellence, drawing on our history
to deliver effectively in the modern world.

For over two and a half centuries, we have remained forward-facing, adapting to changing
industry expectations and the evolving needs of our clients, whilst retaining the core values
that define us: We build relationships; We bring expertise; We are professional; We always
care.

Role Summary & Purpose

The Microsoft Dynamics Service Management Systems Administrator is a highly motivated
addition to our maintenance/Helpdesk team, initially joining on a 6-month fixed term contract.
They will be responsible for sourcing and optimising data, and the final testing and preparation
of our Service 365 system, to automate planned preventative maintenance (PPM) and manage
reactive works.
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Working closely with colleagues, field engineers, and stakeholders, you will ensure all assets
can be maintained in full compliance with SFG20 standards, the UK's industry standard for
building engineering maintenance, with the financialimplications clearly understood. You will
help ensure client agreement booking setups, recurring work orders, and reactive work
dispatch are configured and functioning correctly, working closely with engineers on the
correct set up and functioning of the mobile application.

The role will suit candidates who are agile and adaptable, with the ability to translate business
needs into technical system configurations, and who are happy to provide helpdesk/admin
cover as and when required.

Key Responsibilities & Duties

e Testing: Ensure configuration of Service modules to automate client agreement booking
setups, recurring work orders, and reactive work dispatch are functioning as envisaged,
including close liaison with engineers for correct set up and functioning of the mobile
application.

e SFG20 Integration: Ensure all client building assets and equipment are mapped to SFG20
maintenance schedules to guarantee compliance with the UK's industry standard for
building engineering maintenance, and that visit frequencies align with contracted
requirements.

e Workflow & Scheduling: Utilise the Resource Scheduling Optimisation (RSO) tools to assign
scheduled maintenance and reactive jobs to the most suitable engineers and ensure these
are functioning as designed.

e Stakeholder Collaboration: Work alongside operational teams, field technicians, and
management to ensure maintenance data accurately reflects field requirements.

e Reporting & Compliance: Help design data-driven reports to track response times, SLA
adherence, and statutory compliance audits.

e Administration: Provide helpdesk/admin cover as and when required.

e Schedule reactive and helpdesk call outs.

e Maintain records and spreadsheets in accordance with clients' requirements.
e Maintain and create asset registers on the CAFM system.

e General administrative tasks as required.

e Proven experience working with Microsoft Dynamics 365 or a similar Service Management
system

e Strong working knowledge of SFG20 standards and building maintenance compliance

e Experience in the construction, property maintenance, or facilities management sectors

e Excellent communication skills, with the ability to translate business needs into technical
system configurations
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o Familiarity with Total Mobile App deployment and field engineer user interfaces is highly
desirable

e Confidence working to a fixed-term project timeline, with the flexibility to travel occasionally
across the South of England

e Comfortable providing helpdesk/admin cover alongside core systems administration duties

Personal

Attributes/Aptitudes and Essential Desirable
Skills

Education needed for this . e . .

- No specific qualification required
role
Training needed for this role - No specific training required

- Experience with Microsoft - Familiarity with

. . Dynamics 365 or similar Total Mobile
Experience needed for this . . .
role - Construction, property maintenance, App/field
or FM sector experience engineer
- - Helpdesk/admin support experience interfaces

- Organised, punctual, and confident

- Willing to travel (South of England, incl.
Isle of Wight)

- Strong communication; translates
business needs into system configs

- Excellent literacy and numeracy

- Strong SFG20 knowledge

Skills needed for this role - Proficient in Excel, Word, and Outlook

e Life Assurance

Personal attributes needed
for this role

Aptitude needed for this role

e 25 days annual leave + 8 Bank holidays

e People’s Pension Scheme (EE 5%, ER 3%)

e Cycle to Work Scheme

e Access To Mental Health First Aider

e Refer a Friend to Work Scheme

e Discretionary/Employee Ownership Trust Bonus (subject to 12 months service)
e Professional Development

e Occupational Health Support

e Employee Assistance Program

e Payment for Professional Subscription

If you are interested in this role, please email your CV to careers@sykes1759.co.uk
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