Construction Team Coordinator 

OLBC Group / BasementWorks - London
	The OLBC Group is a long established design and construction company specialising in large residential refurbishments and basement conversions in Central London. Our company prides itself on producing high-quality, bespoke, turn-key services for private clients.
We are seeking an enthusiastic, self-motivated team-player, ready to immerse themselves in a wide and fast-paced role supporting the Construction Director and site teams.
Reporting to the Construction Director and working closely with a second Administrator, the post holder will gain first hand experience of project and workforce control at a very high domestic level. The role would be particularly well suited an individual who would thrive in a key position in a small, friendly, results-driven company on course for continued growth.
Responsibilities to include:
· Taking part in project meetings, collecting related data & producing reports in preparation for escalation of incident actions
· Assist in maintaining an efficient record management system for sites and works
· Administer pay for site workers and deal swiftly with any issues
· Administer the daily report system sending to the Construction Director
· Administer database system to check on the correct filing of site reports
· Collate H&S reports from site to ensure content quality
· Administer and book site licenses, building control notices, hoarding installations, site facilities, provision of site utilities.
· Act as primary contact for clients with construction-related matters.
· Liaising closely with other team members to ensure new sites open on time.
· Take a proactive role in the developing best practice in the role by updating and improving the process management documentation.
Essential skills for the role:
· Excellent communication skills in fluent written and spoken English
· Good interpersonal skills to deal with clients queries
· Clear and concise communication skills to deal with workforce and third parties
· Previous administrative experience at least two years; working within any service industry would be desirable but is not essential
· Great communication skills, adaptable and flexible approach to getting things done
· An organised and methodical approach but confident to change priorities quickly when required and learn on-the-job with enthusiasm
· The ability to multi-task, and deliver against deadlines
· Attention to detail and a completer mindset
· Tenacity to relish a fast-paced working environment where your work can have a real impact on the day-to-day running of the sites
· High proficiency in Excel, word and diary management, also Adobe, and File Maker an advantage. All our office systems is iMac/iPad based so familiarity with OsX/iOs would also be an advantage
· Previous experience in a construction administration role or facilities / maintenance management or other similar area would be an advantage although not essential.
· Good reporting skills and ability to collect and display information in a useful way
· To be able to commute with ease to Wandsworth, SW London and have the flexibility to work according to the demands of the role including overtime when needed.

[bookmark: _GoBack]About the OLBC Group:
Our mission is to build our brand to be recognized as a leading industry name synonymous with quality and service of the highest levels.
The OLBC Group is based in Wandsworth Town, SW18. Our projects typically include large retrofit residential basements and major refurbishments in Central London.
We have a long-standing reputation for quality both within the industry and our target market, and are currently experiencing an unprecedented upsurge in demand. This is supported by our selection to take part in the prestigious Growth Builder Programme for ambitious high-growth UK companies, supported by RBS, UCL, BT and PWC. See here for more details: http://www.growth-builder.com
What we offer:
· 
· Central London Location: We are based in Wandsworth, South-West London, in modern, bright offices adjacent to a popular street for restaurants and shops, with transport links to Clapham Junction, Vauxhall and Waterloo on the doorstep.
· Career progression: We are a growing and highly professional company where talented staff can have influence and directional impact, and therefore have significant responsibility their future within it. We seek to retain successful staff and strongly encourage self-development.
How to apply:
Applications should be made with a CV along with a personal statement explaining why you are interested in OLBC and how you are suited to the role. We cannot consider applications submitted without this information.
Job Type: Full-time
Job Location:
· London, Greater London
Required experience:
· Administration of construction, facilities or maintenance teams: 2 years
Required licence or certification:
· Driver's licence



