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	JOB TITLE
	Project Services Coordinator

	REPORTING TO
	Operations Manager


	DESCRIPTION OF FUNCTION


Based in Aberdeen, the Project Services Coordinator is to support ongoing projects, study work and tenders, in addition to interfacing with and supporting activities within other regions as required.

	KEY RESPONSIBILITIES AND TASKS


The main responsibility of this position includes:
1. Tendering and proposal support: -

· In conjunction with the Project Manager, develop any required work break down structure required for the tender or proposal.

· Identify and assess all project support services required for the tender or proposal.

· Support the Project Manager through the development of the work schedules required for the tender or proposal.

· Support the Project Manager by performing the resource calculations and developing tender cost.
· Support the Project Manager by developing all required cost time resource sheets.
· Develop capability statements and responses to tender clarifications relating to project planning and reporting functions.
2. Ongoing Project Support

· In conjunction with the Project Manager, develop the work break down structure required for the project.

· Support the Project Manager through the development of the work schedules required.

· Produce reports tracking project progress in terms of schedule and cost compared against base line data.

· Identify project variations and areas of overspend, supporting the Project Manager in raising variation orders or additional cost time resource sheets.

· Interface with the Finance Manager to ensure that time-writing, invoicing and project reporting systems are in alignment.

· Produce client project reports
· Analyse planning data and modifications as required to achieve targets through time based analysis.
· Create As-built Analysis / Planned v Actual Reports.

3. Company Management System

· Review and update existing in-house project services processes where required.

· Improved in-house business processes for planning & scheduling to suit company requirements.
	AUTHORITY



Functional:

(a) Develop and issue project reports
(b) Develop resource assessments.
	INTERFACES


External Interfaces
Customers and Subcontractors.

Internal Interfaces

Managing Director / Operations Manager / Project Managers / Finance Manager
	CAPABILITY PROFILE – KNOWLEDGE, SKILLS, EXPERIENCE AND BEHAVIOURS


(a) Higher education qualification in relevant discipline
(b) Minimum 5 years relevant working experience
(c) General knowledge of project management and project administration
(d) Familiar with technical software within his/her field
(e) Familiar with typical North Sea HSEQ regimes.
	WORKING CONDITIONS


(a) Physical environment: Majority of the work is carried out in the local office; however some work in client’s offices is to be expected.
(b) Working hours according to local regulations and Company's policy.
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