

[image: ]
[image: ][image: ]

[image: ]	© Copyright OCS / Document Reference part
[image: ]© Copyright OCS / Document Reference part / Page 2
Junior Project Manager.
Job Description 


About the Role
Due to continued success and expansion within our FM team on a major government contract we are looking to recruit an enthusiastic Junior Project Manager to shadow and support our project management team with a view to progressing towards becoming a Project Manager in their own right. The role will oversee all aspects of project delivery including engineering, supply chain and construction works. 
Responsibilities 
Support Health & Safety performance with high focus on QHSE compliance.
Compile and present design and pre-construction information.
Participate in tender process.
Play an active part in progress meetings with key stakeholders and customers.
Prepare Contract Documents I.e. Method Statements, Risk Assessments, RFI’s, Technical Submissions, etc.
Support and drive project delivery with view to take ownership of smaller projects within reasonable time frame.
Prepare handover documents i.e. O&M Manuals and Record Drawings.
Delivering positive and comprehensive internal and external communication.
Support and drive sustainability and energy management initiative.

Personal Attributes
Willingness to work as part of a team and individually.
Client focused and professional with the requisite skills to establish and maintain relationship.
A self-motivated person who is target driven and possesses the ability to work on their own initiative. 
Ability to work calmly and efficiently in a pressurised environment.
Excellent communication and interpersonal skills. 
Financial and commercial awareness.

Hours and Environment
This position will be based in one of the OCS regional offices in Edinburgh or Glasgow however the role holder will be required to travel to other offices and client sites on a regular basis throughout the Scotland. 
Core working hours for this position are from 8am until 4.30pm, Monday to Friday. However, flexibility will be expected regarding hours of work to suit the needs of the business and team.



Experience and Qualifications
Good communication skills including presentation and written report writing.
Competent with Microsoft Office applications. 
Ability to complete full Disclosure and Government baseline clearance (mandatory requirement to work on contract). 
Full driving licence.
Preference for candidate to have degree in Construction Project Management (Other accredited qualifications will be considered).
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