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Job Description – BDS Project Co-ordinator
This Job and Person Specification Document is to be used alongside the relevant level AFB Generic Role Profile
	1 Contractual Arrangements

	Job Title:
	Project Co-ordinator
	Last Revision Date:
	May 2014

	Department:
	Blakemore Design and Shopfitting
	Location: 

	Willenhall

	Weekly working Hours:
	40
	Contract Type:

	Full Time, Permanent

	Responsible to: 

	Commercial Manager
	Responsible for:  

	None

	Job Evaluation Grade
	4
	Competency Framework
	tba


	2 Job Purpose

	· Working with Blakemore Retail to, plan, control and manage store refurbishment and installation projects within new and existing retail stores.


	3 Business Area / Job Specific Responsibilities

	· To work with the Project Manager in ensuring all BDS workload can be achieved to BR requirements.
· To carry out site surveys to include photographs and completion of onsite survey documentation.
· Production of project plans detailing a programme of works with clearly defined milestone dates for BDS works.
· Ensuring that all projects are carried out to agreed specifications in accordance with SPAR brand manuals and industry best practice, within budget/time constraints and in accordance with national regulations.
· Ensuring conformance with supplier terms and conditions.
· Adherence to competitive tendering and partnering processes.
· Post project ‘sign off’ to ensure that AFB and customer expectations are met.
· Formulation and ongoing management of effective control processes to ensure that asbestos, CDM regulations, DDA requirements and fire risk assessment requirements are managed effectively.
· Effective snagging of all Shopfitting and construction works within customer premises.
· Utilisation of CAD to optimum levels.
· Actively supporting the business in evaluating new business models and formats and determining/sharing best practice.


	4 Generic Responsibilities for all roles

	· Attend meetings as required.
· Maintain employee and organisational confidentiality in line with Data Protection Act. 

· Comply with Health and Safety responsibilities in line with the company Health and Safety Policy.
· Comply with operational and legal requirements relating to your role, food safety and environment as applicable to your role or business area.
· Appropriate use of company equipment/vehicle.


	5 Job Specific Requirements

	Other competences for the role are included within the relevant generic level requirements attached

	Essential
	Desirable
	Measured By

	· Full driving licence
· Demonstrable retail project management experience and commercial awareness

· Competence in all Microsoft programmes
· CAD design and drawing
	· 5 x GCSE (A-C)
	Application Form
Competency based interview


  Other 

This job description describes the main responsibilities of the post holder. As circumstances change, they may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent. The post holder will be fully consulted on any significant changes.

The Job Description is not intended to cover in detail all the tasks required of the post.  The post-holder will be required to carry out other associated duties necessary to provide an effective service and deliver the key areas of responsibility. These duties will not be unreasonable and will be appropriate to this level of post.
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