JOB DESCRIPTION
POSITION:

Contracts Manager
SALARY:

Competitive
General Description

The Contracts Manager will coordinate operational resources to ensure contracts are completed to the required standards of safety and quality, within the estimated costs, timescale and forecast margin.
Key tasks include contract planning, resource procurement, supervision / inspection of site activities and general contract administration:
Contract Planning
· Prepare plans for each contract comprising method statements, risk assessments and control measures necessary to meet or exceed the safety, quality, time and cost requirements.  

· Liaise with Managing Director to confirm programmes and coordinate use of shared resources (e.g. transport, site labour and stores).

· Commence preliminary negotiations with suppliers and sub-contractors to identify lead times and agree dates for release of global orders, purchase orders and schedules. 
Recruitment and Training
· Manage existing and source new labour workforce as necessary to deliver current projects and future prospects.
· Continually valuate the competence and training needs of staff and site labour.
· Manage induction programme and monitor progress.
· Purchase materials and plant for contracts under your control and manage movement of materials to and from internal stores. 
· Evaluate and approve suppliers and sub-contractors as necessary. 
Supervision and Inspection
· Ensure pre-start checks, briefings and inspections are carried out before work starts on site.
· Ensure regular checks and inspections are carried on work in progress.
· Conduct regular toolbox talks in accordance with agreed programme.
· Inspect and approve drawings prior to issue to site. 
The role will be based at our head office in Antrim however the post holder will be required to travel to various sites and projects to fulfil the requirements of the role.
