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SELWOOD LTD POSITION DESCRIPTION:
Mechanical and Electrical Project Scheduler


LOCATION:	Liverpool / Chandler’s Ford


POSITION PURPOSE:     	To schedule internal project team resources 
ensuring that they are allocated effectively, taking into consideration employee competencies/levels of training, location, and customer requirements to allow projects to be completed on time and to the required standards.

RESPONSIBLE TO:	M&E Scheduling Team Leader

REGULAR CONTACTS: 	Internal 	Project Co-ordination Manager
                                                        		Project Support Co-Ordinators
                                                         		Senior Solutions Managers
                                                         		Project Managers
                                                         		Site Agents
                                                         		Installation and Electrical Managers and Teams
                                                         		Operational Managers and Hire desk staff
                                                         		Client Services
                                                         		Client Support
                                                         		Sales Managers and Sales teams


MAIN RESPONSIBILITIES:
· To schedule all reactive and planned works to appropriate resource, paying attention to location, expertise, and response targets.
· To be responsible for dealing with operational/clients requests in all aspects of the project and escalating any issues to the Installation/Electrical Managers, when required.
· Ensure all project teams are organised and provided with the relevant job packs for jobs to which they have been allocated.
· To ensure that the project teams days are optimised to drive maximum productivity from the team.
· Ensure all jobs are completed within the required response times and costs.
· Escalate issues with specific jobs, clients, or project teams promptly.
· Ensure full audit trails are maintained and evidenced where required.
· Deal with communications in a professional and prompt manner.
· Monitor project team travel and activity and respond to issues as required.
· Allocate the system tasks required for all onsite tasks to the relevant personnel the day prior to the project commencing on site for all planned works.


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:
· Proven experience in planning and/or scheduling multiple resources with various skill sets.
· Ability to work to tight deadlines, manage multiple projects and tasks simultaneously in a fast-paced environment, and proactively react to changing priorities.
· Excellent attention to detail and accuracy within the scheduling approach.
· Strong Microsoft Office skills (Word, Excel, Outlook, PowerPoint, and Teams video calls).
· Possess strong IT skill and demonstrate a high level of communication skills both written and verbal with the ability to provide detailed information and advice in a clear and positive manner.
· Demonstrate a creative approach to analysing and problem solving, utilising technology and reported information.
· Work effectively as part of a team both locally and with departments in the wider business to identify/ resolve issues that arise as quickly as possible to minimise the impact to project goals.
· Work effectively under pressure within a busy and diverse environment.

Preferred:
· Background in hire industry or similar industry.
· Qualification in Business Administration or equivalent (would be advantageous)
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