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	Tier
	Coordinator / Support

	Job Family
	Project Support

	Reports to
	Project Manager

	Direct Report(s)
	None

	Location(s)
	Morocco – Site Based

	Company
	FiveNines Morocco operating entity – TBC



Role Purpose

Runs the site office on a FiveNines mission-critical datacentre project in Morocco, where FiveNines acts as main contractor. The Site Administrator manages front of house, site access and attendance records, personnel administration and office services, and provides administrative support to the project team from mobilisation to close-out. Accurate sign-in, attendance and induction records are safety-critical: they underpin emergency roll-call and evidence that only inducted, authorised people are on site. The role works alongside the Document Controller, who owns controlled project documents.

Key Responsibilities 

· Safety first: Enforce site office and visitor safety rules, and ensure every visitor receives the visitor induction and correct PPE before entering the site.
· Front of house: Act as first point of contact for visitors and calls; greet, host and sign out visitors, and take and pass on messages.
· Site access and roll-call: Operate the sign-in/sign-out system and maintain accurate daily headcounts for emergency roll-call.
· Inductions: Schedule site inductions and maintain the induction register with the EHS team.
· Time and attendance: Collect timesheets and input hours, keeping working-time records that support compliance with Loi 65-99.
· Personnel administration: Maintain FiveNines site personnel files and check evidence of CNSS registration for operatives before site access, handling personal data in line with Loi 09-08.
· Correspondence: Open, sort and distribute incoming post and manage outgoing post and couriers.
· Meetings: Manage the meeting room planner and take minutes as required.
· Office and welfare services: Order stationery, consumables and welfare supplies through the procurement process, and manage the cleaning contractor.
· Travel and logistics: Coordinate travel, accommodation and letters of invitation for visiting and mobilising staff.
· Team events: Arrange team and social events under the guidance of the Project Manager.
· Clerical support: Provide typing, scanning, copying, binding and routine French/English correspondence for the project team, through to project archiving at close-out.
· Any other reasonable duties in line with business needs.


Qualifications, Skills & Experience
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· Baccalauréat plus a post-secondary qualification (e.g. BTS/DUT) in administration or a related discipline, or equivalent experience.
· Minimum 2 years' administrative experience, ideally in a construction site office or an international company.
· IT literate, with strong MS Office skills and working knowledge of databases and EDMS (SharePoint preferable).
· Knowledge and understanding of project administrative processes.
· Strong personal integrity, with the ability to prioritise workload and work accurately under pressure.
· Calm, professional manner and great attention to detail.
· Professional written and spoken French and English are essential; Arabic (including Darija) is strongly preferred.
Key Competencies
	Competency
	Description
	Level

	Information & Document Management
	Maintains site administrative records, registers and files accurately and retrievably.
	Intermediate

	Digital Systems & Platform Use
	Uses MS Office, SharePoint/EDMS and project systems confidently and accurately.
	Intermediate

	Procurement & Purchasing Processes
	Raises requisitions and tracks orders for site office and welfare supplies.
	Basic

	Record Keeping & Compliance Administration
	Keeps attendance, induction and personnel records accurate and audit-ready.
	Intermediate

	Logistics & Material Coordination Support
	Supports delivery bookings, couriers, travel and office logistics.
	Basic

	Reporting & Data Accuracy
	Produces accurate, timely headcount, attendance and administrative reports.
	Intermediate

	Supplier & Stakeholder Coordination
	Deals professionally with visitors, vendors, subcontractors and site teams.
	Intermediate

	Process & Workflow Management
	Runs office processes efficiently and keeps administrative workflows moving.
	Intermediate
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Our Values
Capability: Our people are our edge. We attract, retain, and develop the best people in the industry. We build high-performance teams that deliver, time and again. 
Curiosity: We seek smarter ways to build. We embrace innovation and technology to overcome complexity and deliver better outcomes. We solve the impossible. 
Community: Partnership is in our DNA. We work collaboratively across clients, colleagues, and supply chains, united by trust, transparency, and shared goals. 
Compliance: Everyone has to do it; we do it better. We go beyond the basics, setting the standard in safety, sustainability, quality, and regulation. It’s not a tick-box; it’s a mindset.
Commitment: Mission-critical is our comfort zone. We thrive under pressure and take pride in delivering where others hesitate; reliably, safely, and exceptionally. 
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