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SELWOOD LTD 
POSITION DESCRIPTION: 
Specialist Equipment Centre Administrator  



LOCATION:	                    	Stoke Specialist Equipment Centre  
POSITION PURPOSE:	The purpose of this role is to provide comprehensive administrative, coordination, and document‑control support to the Specialist Equipment Centres, ensuring the efficient, compliant, and high‑quality execution of Selwood’s projects. 
The Administrator plays a key role in maintaining accurate stock holding documentation, raising of procurement orders to support the function, supporting communication between internal and external stakeholders, and upholding Selwood’s standards for safety, quality, and operational excellence. 
RESPONSIBLE TO:          Specialist Assets & Logistics Director
	  REGULAR CONTACTS:
	External 
	Customers – new, existing & national accounts 
Suppliers


	
	Internal
	Solutions Teams at all levels
Project Delivery Director
Senior Project Managers
Project Managers
Temporary Works Coordinators
Design Engineers
Depot Managers
Site Supervisors / Site Operatives
Procurement Team



MAIN RESPONSIBILITIES:
· Provide day‑to‑day administrative support to the Specialist Equipment Centres across the UK and their teams. 
· Maintain accurate stock holding records, ensuring all documentation is up to date and compliant with internal processes.
· Support project planning activities by interacting with corporate systems to check stock level accuracy. 
· Work with Specialist Assets & Logistics Director to ensure function processes are up to date and amend as needed. 
· Assist with the preparation, formatting, and distribution of process documentation.
· Attend planning meetings acting as the link between Project Delivery and the Specialist Equipment Centres to support effective communication, coordination and project delivery.
· Support procurement activities by liaising with suppliers, obtaining quotes, and maintaining procurement logs.
· Assist with raising purchase orders, processing invoices, and tracking project costs.
· Ensure commercial documentation is filed correctly and aligns with company procedures.
· Ensure all project documentation meets Selwood’s quality standards and industry compliance requirements.
· Maintain project folders, databases, and digital systems.
· Provide general administrative support to the wider Specialist Equipment Centre functions as required.
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:
Essential
· Strong administrative experience, ideally within engineering, construction, utilities, or project‑based environments.
· Excellent organisational skills with the ability to manage multiple tasks and deadlines.
· Confident communicator with strong interpersonal skills.
· High attention to detail and accuracy.
· Proficient in Microsoft Office (Excel, Word, Outlook, Teams).
· Ability to work independently and as part of a collaborative team.
· Experience supporting logistics operations or project delivery teams.
· Understanding of SHEQ processes or industry compliance requirements.
Desirable
· Knowledge of pumping, water treatment, or plant hire sectors.
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