Role Overview
The Land Administrator provides essential administrative support to the Land and Partnerships team, ensuring the smooth running of land acquisition, planning applications, legal processes, and affordable housing partnership activities. This role is key in maintaining accurate records, coordinating documentation, supporting stakeholder relationships, and assisting in the progression of land and partnership opportunities from identification through to acquisition and delivery.
Key Responsibilities
· Maintain and update land acquisition databases, partnership schedules, and filing systems.
· Assist with the preparation and submission of planning applications and supporting documentation.
· Coordinate legal documents, contracts, and correspondence with solicitors, agents, consultants, housing associations, and local authority partners.
· Track key land-related deadlines, agreements, partnership milestones, and funding submission dates.
· Arrange meetings, site visits, and team diaries across land, planning, and affordable housing partnership activities.
· Take accurate minutes at land, planning, and partnership meetings, ensuring actions are recorded, distributed, and followed up.
· Prepare reports, presentations, board papers, and partnership updates for land opportunities and affordable housing schemes.
· Manage invoices, budgets, consultant fee tracking, and support financial monitoring of partnership schemes against agreed KPIs.
· Support the team in conducting land research, due diligence, and viability data gathering for potential sites and partnership opportunities.
· Liaise with local authorities, landowners, housing associations, affordable housing providers, and external stakeholders to support the progression of schemes.
· Build and maintain strong working relationships with affordable housing providers, registered partners, and institutional stakeholders to support partnership opportunities and site delivery.
· Assist in the coordination and administration of partnership agreements, ensuring compliance with contractual obligations and internal processes.
· Support the Land and Partnerships team in monitoring housing policy updates, funding streams, and market trends relevant to affordable housing delivery.
· Ensure all documentation is compliant, accurate, and securely stored in line with company and regulatory requirements.
Skills & Experience
· Previous experience in administration, ideally within property, construction, housebuilding, or affordable housing.
· Strong organisational skills with excellent attention to detail.
· Experience taking minutes and managing action logs.
· Proficient in Microsoft Office (Word, Excel, PowerPoint, Outlook).
· Ability to manage multiple tasks, deadlines, and competing priorities.
· Strong communication and interpersonal skills, with the ability to build relationships with internal and external stakeholders.
· Knowledge of land acquisition, planning processes, affordable housing delivery, or partnership working is desirable.
· Experience with database management systems is an advantage.
· Understanding financial appraisals, budgets, or viability processes would be beneficial.
Personal Attributes
· Proactive and self-motivated.
· Highly organised and methodical.
· Professional and confidential in handling sensitive information.
· Team player with a flexible approach.
· Strong relationship-building skills.
· Strong problem-solving skills.
· Commercially aware with an interest in land and partnership opportunities.

