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Job Description 


Job title: 

Building Projects Officer (full-time – 40 hours per week)

Reports to: 

Master of Works

Direct reports:

None (unless deputising)
Job summary:
To oversee all aspects of a project’s construction, from planning to completion and ensuring the safety of the workers and those who may be affected by the works. Day-to-day supervision and recording of construction projects activity to ensure that they are built in accordance with programme and to the specifications in the contract documents. 
  
Key relationships:
Master of Works, Building Maintenance Manager, Lodge, Conference/Accommodation Office and Project Team Members.
  
Key responsibilities:

· Responsibility for ensuring that all construction works are carried out in accordance with the drawings, specifications, and contract documents.  Duties may include managing contractors and subcontractors, ensuring that projects meet safety standards, and tracking progress on a daily basis.

· Act as the main point of contact between the project manager (where appointed) and contractor and represent the interests of the client. Carry out site inspections, recording observations, and reporting to the Project Team.  
· Prepare regular progress reports and present them to the project manager
· Attend project meetings, take minutes and distribute to the project team

· Maintain up-to-date records of all project activities, including daily reports, change orders, material deliveries, weather conditions and anything that could result in increased costs or delay etc.

· Inspect work in progress to ensure that it meets all specifications to ensure that the work is performed according to the plans and within safety guidelines

· Coordinate with project managers, architects, engineers, and other professional consultants to resolve any issues that arise

· Assist with the preparation of project proposals and tenders

· Manage and review all project documentation for accuracy and completeness and provide administrative support to the project team

· Prepare draft construction drawings and plans for smaller projects

· Inspecting building materials for compliance with specification and ensuring that Coshh data is available to identify any potential hazards 

· Checking and verifying site measurements to ensure that construction conforms to architectural plans
· Financial/Budgetary Responsibilities
· Ensure tight financial control on all projects in accordance with targets agreed with the Master of Works.

· Scrutinise invoices for payment, including interim applications and submit to the Master of Works for Authorisation 

· Record and monitor the materials and equipment on site to assist with interim valuations.

· For smaller projects (in the absence of a project quantity surveyor), record costs related to labour, equipment, materials, and other expenses for each phase of construction and monitor against budget
· Regulatory Responsibilities

· Ensure that all work and activities are carried out in accordance with the Health & Safety at Work Act 1974 and all associated legislation; British standards and codes of practice.
· Keep up to date with new legislation and building regulations for construction works.  Inform the project team of any cost implications.
· General

· Ensure regular liaison takes place with college staff, students and tenants regarding all proposed maintenance works.
· Investigate any complaints from the public or other stakeholders with regards to project works.
· Deputise for the Building Maintenance Manager during holidays, leave and when away from the campus.

· Attend to other reasonable tasks requested by the Master of Works.






Selection Criteria:

Essential


· HNC in construction, surveying, architecture, or related field (or equivalent)
· Demonstrable professional experience in a similar role

· Thorough understanding of building construction methods, materials, and codes of practice

· Ability to read and interpret drawings, and specifications

· Excellent attention to detail.

· Strong Problem-solving skills 

· Strong project management and time-management skills

· Excellent IT skills and use of Microsoft Office products (Excel, Word and Outlook)

· Ability to work independently and be self-motivated, with good organisation skills.

· Excellent communication, negotiation, and interpersonal skills

· Flexible and adaptable to the needs of the role and projects.

· NEBOSH or IOSH supervisory or managerial qualification or equivalent

· Ability to plan and prioritise works and resources.

· Report writing skills 

· General building surveying skills and writing up of findings into specifications and contract documentation for minor works.

· A positive and helpful attitude towards work and colleagues.
· Customer focussed and the ability to manage customer expectations

Desirable
· Diploma/degree in Construction or equivalent
· Experience of working in a Higher Education establishment
· Competent programme/maintenance IT systems and audible Communications. Working knowledge of project management software (Microsoft Project)
· Professional certification, such as Chartered Builder, Chartered Surveyor, Architect or Professional Engineer
Benefits

In return we offer 30 days holiday plus 8 bank holidays, meals on duty (when the kitchen is open), contributory pension scheme, travel loan scheme, Cycle to Work scheme, discounted membership to University leisure facilities 

All appointments are subject to proof of the candidate’s legal right to work in the UK

