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Note down the key skills required for each of the four roles and identify points of similarity. 

	Skills
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	1:

IT Skill





	Workplace Services Coordinator
Osborne Clarke Llp
High IT proficiency in Microsoft applications and scanning.

	Workplace Manager
Omni RMS
Coordinate workplace activities including space planning, moves and changes, rotas, reporting, and budgeting.


	Mail & Porterage Supervisor

ISS Facility Services

Track and manage contract costs, providing clear and timely reporting as required.


	Workplace Manager

CBRE
Manage trackers and present to client at weekly meetings


	2:

Attention to Detail





	Outgoing Post Processing: Manage outgoing post via Royal Mail and couriers.

	Build strong relationships with suppliers and vendors, managing SLAs, performance, and contract delivery
	Ensure all supplier services meet contractual timescales, service requirements, and quality standards.

	Manage project documents that promote issue-based problem solving and business impact to demonstrate clear value and purpose for change


	3:

Communication Skills





	Query Response: Address requests and queries per SLAs, including mail investigations and original requests.

	Promote a positive, customer-focused environment for employees, visitors, and partners.

	Build and maintain strong working relationships with ISS building users, customers, and internal teams.

	Ability to comprehend and interpret instructions, short correspondence, and memos, and task clarifying questions to ensure understanding
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                                                    LCLM4005 Task 2 Preparation (week 8)

Note down the key knowledge required for each of the four roles and identify points of similarity.  
 
	Knowledge
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	1:


Compliance and Policies




	Delivery of internal audits, to include cleaning audits and daily floor and health & safety audits

	Solid understanding of health & safety, compliance, audits, and workplace standards.

	Committed to promoting a safe, compliant, and professional working environment
	 Ensure the provision of healthy and safe working conditions which comply to both ELC and CBRE’s H&S policy


	2:

Applications:
Word, Excel, Outlook, PowerPoint




	Perform admin tasks related to all areas and handle mailbox queries.

	Highly organised, with strong planning skills across scheduling, reporting, budgeting, and workplace coordination
	Excellent organisational skills with attention to detail
	Comfortable with and embracing of new technologies and digital tools

	3:


Operational Management




	Support day-to-day operations, management, and ad-hoc tasks of Workplace Services.

	Proven experience in operational workplace management within a similar environment
	Strong experience in supervisory or operational management roles within facilities services.

	Complete tasks assigned within agreed time frames
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