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Administrator 
Location:  Colchester, Essex       
Salary: c£20-22k (depending on experience)  
Job Type: Permanent | Full-Time  

Can You Support a Busy Office?  

 

Our client is shaping the future of building control and a tomorrow that encourages forward thinking, 
empowers architectural ambition and delivers safer buildings. They have become one of the forefront 
Building Control bodies in the country and developed a reputation and service second to none. They 
serve a wide range of clients in varied industries including commercial, education, industrial, retail, 
leisure and residential and are now looking for an experienced Administrator to join their growing team. 
 

This role forms a key part of the building control support team, and your purpose will be to assist with 
administrational support to the Colchester team plus surrounding offices across the region and 
network.  Reporting to the Office Manager, your duties will be varied though in line with the typical 
tasks and responsibilities of an Administrator working in this industry including but not limited to liaising 
with clients, local authorities (including fire and water), dealing with enquiries, quality checking project 
files and submitting data and returns to regulatory bodies and Government for reporting purposes.  
You will form a pivotal role in the smooth running of the offices and our client is looking for a self-
starter who can hit the ground running. 
 

To be shortlisted for this role you will need a minimum of 2 years’ experience in a similar role plus 
strong IT skills.  You will need to have high attention to detail, be a team player, with a positive can-
do attitude with a client focused and positive approach.  This role will suit a confident individual with 
excellent communication and interpersonal skills who is pro-active and self-motivated.  This is a 
fantastic opportunity to join a business who are experts in their field and build a long-term career within 
the organisation. 
 

 
 

If you would like to apply for this role, please send us your fully detailed application, quoting job ref. UPR195 to Untapped 
Potential by email to applications@untappedpotentialltd.co.uk.  Closing date for applications is 3rd August 2021.  

 

We have a virtual Selection Event planned for 13th August 2021, so please keep this date clear. 
 

 

 

Ideal skills & qualities for this Administrator role are: 

 

  ▪ Highly Organised  

▪ High Attention to Detail  

 

▪ Reliable  

▪ Excellent Communicator 

 

 

 

▪ Multi-Tasker  

▪ Problem Solver   

▪ High Integrity  

▪ Friendly & Approachable 

 


