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Your role is key to support the successful delivery of our investment programme aligned to the agreed targets and standards.   

Supporting the Project Manager, and as part of the delivery team, you will be working closely with colleagues and our contractors to ensure that the project delivers and complies to the contracted standards, ensuring value for money and customer focus. 

Working closely with the contractor’s team you will ensure we are delivering a planned maintenance service experience that maximises customer satisfaction and meets the requirements outlined in the project specifications.
 
									

What are my key responsibilities?

· Support the Project Managers to ensure contractors are delivering our major works projects in line with contractual requirements. You will visit the site regularly, collect appropriate information to record progress and compliance with the specifications.

· Working closely with the contractors to snag and back snag the works and ultimately to take handover and approve final completion in accordance with the contract requirements.

· To record and approve variations and ensure they are administered in accordance with the contractual conditions and costs are scrutinised to ensure they represent good value.
· To support the Customer Liaison Agent in keeping the customer fully informed of progress and issues relating to works in their home.

· To undertake a full stock condition survey of the home as part of the supervision and handover of the main works.

· To ensure that all relevant contract documentation is completed and accurately filed in accordance with procedures.

· Take the lead on smaller projects, independently managing contractors, reporting on and challenging contractor performance when required. 

· Collaborate in developing, designing, procuring and administering projects, owning and carrying out elements of these functions. 

· Deliver successful relationship management with contractors, consultants and supply chain partners.  

· Supporting the Project Manager with site inspections and to verify compliance with appropriate standards relating to asbestos, Building Safety, planned investment specifications, statutory approvals and compliance.

· Collaborate with Project Managers in providing specialist expert advice.

· Promote the Health and Safety, Environmental, Quality, Standards and Compliance agendas within the Programme Management Team.

· Review working practices on a regular basis ensuring continuous improvement and a high level of service to our customers.

										

Relationships

You report directly to the Project Manager.

You will need to develop effective working relationships which enhance service delivery by working collaboratively with internal teams and external stakeholders and contractors.

You will work closely with our customers to supervise delivery of works and to ensure good standards of customer service is delivered by all parties.
									

Role Requirements:

There are certain qualifications and experience that we are looking for to operate effectively as a Project Delivery Officer, specifically:

· A construction or building related qualification at HNC level or qualified by substantial recent relevant experience.

· Experience of managing construction projects.

· Experience of working with and managing contractors.

· Experience working with customers. 

· Excellent IT Skills, in particular the ability to use Microsoft Word and Excel.

· Excellent written and verbal communication skills.

· A thorough understanding of health and safety legislation.

You will need a positive approach with the ability to persuade and challenge when faced with conflicting demands and difficult situations. You will also be self-motivated and accountable with a positive, can-do attitude with the ability to use your own initiative, manage your own time and priorities whilst demonstrating a flexible and proactive approach. 
									

whg’s values and behaviours 

At whg we have an ambitious aim to be an exceptional place to work that attracts, develop and retains talent. We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in our 2030 plan identify the behaviours that we expect all colleagues to display at whg.
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	Trustworthy
You can rely on us. We are honest in everything we do.
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	Respectful
Valuing people and treating everyone with empathy and fairness.
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	Accountable
Taking responsibility for our actions and owning the delivery of our promises.
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	Collaborative
Achieving great things by working together.
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	Excellent
Striving to be the best and delivering the best outcomes for customers and the organisation.




Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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