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SELWOOD LTD 
POSITION DESCRIPTION: Project Support Co-ordinator

LOCATION:	                     Chandlers Ford
	
POSITION PURPOSE:	As a Project Support Co-ordinator you will facilitate administrative processes specific to advanced projects within your region. This typically relates to Labour, Equipment, Documentation and Project milestones. The project support Co-ordinator will work on multiple projects simultaneously, prioritising tasks effectively to meet project deadlines and deliverables whilst also ensuring seamless communication between internal departments throughout the project life cycle. 
RESPONSIBLE TO: 	Project Co-ordination Manager
	REGULAR CONTACTS:
	
	

	
	Internal
	Project Co-ordination Manager
Head of Project Delivery
Solutions Directors, 
Senior Solutions Managers,
Solution Teams.
Installation and Electrical Managers and Teams
Mechanical and Electrical Schedulers 
Application Support Managers
BIM manager
Operational Managers and Hire desk staff.
Management Accountants
Client Services 
Client Support 
Commercial Team  
Sales Managers and Sales teams.



MAIN RESPONSIBILITIES:
· Produce and maintain detailed timelines for upcoming projects and proactively obtain daily task updates from assigned resources and communicate these to the relevant stakeholders. 
· Chair internal project meetings and manage the distribution of minutes inclusive of actions, decisions, and outcomes to all attendees.
· Ensure that all meeting actions are followed up and completed before the project commencement date.
· Ensure that all project processes are followed and that full audit trails are maintained and evidenced where required.
· [bookmark: _Hlk188956207]Serve as the primary point of contact for all stakeholders involved in the advanced projects allocated to you by the Project Co-ordinator Team Leader. 
· Support the Project Co-ordinator Team Leader with project lifecycles, including requirement gathering, planning, execution, monitoring and closing, as needed.
· Maintain and provide accurate and timely reports to relevant stakeholders on project progress including key Milestones, Deliverables, and deadlines. Proactively identifying and escalating any deviations from the project plan to the Project Support Co-ordinator Team Leader, and relevant management, to mitigate risk and ensure timely resolutions.
· Maintain detailed documentation of project plans, requirements, technical data, and other artifacts.
The main responsibilities are outlined above.  This is not a definitive list and other tasks/activities may be necessary as the Company’s commercial activities require.

QUALIFICATIONS & EXPERIENCE:
· [bookmark: _Hlk188956237]Excellent organisation and time management skills, with the ability to manage changing priorities.
· Previous experience in Project Co-ordination / administration or a similar role.
· Strong analytical and problem-solving skills.
· Ability to work to tight deadlines.
· Demonstrate a high level of communication skills with the ability to provide detailed information and advice in a clear and positive manner.
· Work well as part of a team.
· Computer literate with a High Level of competency in Microsoft office.
· It’s vital that you’re comfortable working in a fast-paced, high-pressured environment as you will be balancing multiple projects, whilst also working with several internal departments ensuring efficiency and strong output is achieved.
· Ability and willingness to travel within and throughout the UK as and when necessary.
· A full UK driving licence is required for this position as you will need to travel if the business requires.
· Compliant accurate record keeping is important to this role
· Ability to act proactively / be forward thinking whilst maintaining a methodical, attention to detail approach
· Flexibility to support the business to get the job done understanding the requirements of all stakeholders while maintaining a safe environment for all.
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