Contracts Manager Job Description

· Attend briefing meeting with JS upon receipt of order from customer (in the case of small works, take details provided by Admin Staff).
· Attend client meetings with JS prior to commencement of work on site.

· Select and schedule manpower.

· Source and order materials in a competitive and timely manner.

· Liaise with Store Man to arrange for allocation of stock materials, allocation of space within warehouse and timetable of deliveries to site.

· Carry out risk assessment / method statement and arrange for all safety procedures and equipment to be in place.

· Arrange briefing meeting with Site Foreman prior to commencement on site.

· Attend site at commencement of project and at regular intervals throughout.

· Attend client meetings as required.

· Carry out a thorough snagging inspection towards end of project and ensure all problems are rectified by the completion date.

· Accept that your individual success, and that of the company as a whole, rests equally on the shoulders of management and staff.  

· Facilitate a de-briefing meeting with Site Foreman to finalise certification, drawings, pricing etc and prepare user manual as appropriate.

· Attend a final de-briefing meeting with JS to assess the project.

· Provide a monthly report to the Directors, using headings provided.

