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Job Description 

Job title:  Project Manager 

Reporting to: Project Director 

   

The Project Manager is responsible for the smooth running of their projects. They will take 
responsibility for ensuring their projects are run efficiently and all information for production and 
installation is provided in a clear format and on time. They will liaise with clients and provide a high 
level of service by being proactive in respect of the design and any potential problems. All issues 
from site survey to final customer satisfaction are their responsibility. 

 
Main responsibilities: 
 

Task/subject Actions Results 
Consultation with Project 
Director and our clients to 
define requirements 
 

Be proactive in gaining all 
relevant information required 
to complete the project in 
question. 

Produce the agreed / required 
project information within the 
specified time period. 

Variations Identify variations between 
the original tender drawings 
and the approved client 
construction drawings. 
Provide our client with 
estimated costs for said 
variation in good time 
 

To mitigate financial losses due to 
the design process. 

Project Control 
Documentation 

Populate and maintain the 
agreed project control 
documentation. 
Provide our clients with 
regular updates as to NEJs 
activities / project status. 
 

To make sure our clients are 
aware of our progress throughout 
the project’s life cycle, therefore 
determining if we are in delay. 
This in turn will mitigate our 
exposure to LADs. 

Valuation Populate and update the 
agreed valuation 
documentation. 
Issue said documentation to 
our client on the agreed date. 
 

To maintain NEJs income stream. 

Final Account Compile the final account 
documentation. 
 

To achieve financial project 
closure at the earliest opportunity. 
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Communication Consult with the production 

team on a regular basis 
throughout the manufacturing 
process. 
Instruct the production team 
of all aspects of the project. 
Consult with the Installation 
Director to determine our on-
site activities. 
 

To identify issues that could be 
improved on. 
Create confidence within the 
production unit. 
Create confidence within the 
installation department. 

Site Surveys 
 

Accurately taking all relevant 
measurements. 
Acknowledging all obstacles. 
Taking appropriate 
photographs. 
Determine installation datum. 
 

To enable the construction of a 
product that fits into its final 
environment. 

Drawing Management Effective daily/weekly 
planning. 

To complete the drawing process 
within the cost constraints of the 
project. 
 

Design Drawings Provide the client with a set 
of design drawings for 
approval / comment. 
 

To confirm that we have 
interpreted our client’s 
requirements correctly. 

Construction Drawings  
 
 

Provide our client with a full 
set of construction drawings 
for final sign-off. 
Note, the products design 
needs to answer questions 
indicated within our design 
questionnaires. 
 

To produce a product that meets 
the financial constraints of the 
project. 
Creating clear and concise 
drawings that aid the meeting of 
agreed deadlines within the 
production unit. 

As Built Drawings Provide our client with a set 
of ‘as built’ drawings. 
Provide our production facility 
with a set of A1 sized ‘as 
built’ drawings. 
Provide our installation 
department with a set of A1 & 
A3 sized ‘as built’ drawings. 
 

To ensure all parties understand 
and agree with our activities. 

Cutting Lists Provide production with a 1st 
phase cutting list. 
 

Provide accurate information 
enabling the production unit to 
meet agreed deadlines. 
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Problem Solving  
 
 
 
 

Provided solutions to 
manufacturing issues to meet 
the time / cost constraints of 
the project. 

Enabling the Company to meet 
our client’s expectations. 
 
 
 

Maintaining good 
customers relationships 

Ensuring the Company is 
seen by the client and 
contractors as 
approachable/friendly and 
helpful. 

To cultivate relationships with 
clients that will result in repeat 
business. 

 
 
 
 
 
 
 
 
 
 
 

 


