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My work-based project will be carried out in D and K Carpentry Contractors where I work as an Estimator. In my role I am more often than not the first point of contact for main contractors therefore my job role has a big affect on procurement and also company networking in terms of meet the buyer events and dealing with companies that we have not previously worked with.
D and K Carpentry Contractors are an organisation based in Ystradgynlais in the Swansea Valley. The company’s workload is mainly based in South Wales but they have carried out work in South West England in the past and are currently tendering for a number of schemes for potential works in the near future. The company started 12 years ago in 2008 when the current directors decided to tender packages for themselves and form D and K Carpentry. Twelve years later they have an established company and a strong reputation in the region. D and K Carpentry have worked with a number of the industry’s largest contractors and house builders such as Persimmon Homes, Taylor Wimpey and Wates construction as well as Bouygues and Interserve in the commercial sector. As a company we are trying to grow our reputation within the commercial sector and win more contracts outside of house building.  These works could include carpentry packages in educational buildings, medical facilities and also office buildings.  
As my role within the company is office based the only health and safety measures that will affect the company are general office health and safety measures. If I was to go on site, I will be required to have a CSCS Card and wear the appropriate PPE. The company complies with The Health and Safety at Work Act 1974 and also The Management of Health and Safety at Work Regulations 1999. These acts and regulations ensure that regardless of my place of work the company have a duty and care over me and must ensure that my place of work is safe and has no risks to my health. 
The commercial department of the company will be involved within this project as I will be looking at how the organisation of emails can help the company be more organised and prevent tender packages and meet the buyer emails being missed. Therefore, the company’s QS and also Directors will be affected by the project. The company’s QS will be affected as the project will hopefully help the company pick up more contracts through not missing any packages and also by attending more meet the buyer events. The company’s Directors will be affected as the project may help increase the company’s turnover and also increase the range of jobs that the company will carry out. The Company’s reputation may also be improved through attending more of the meet the buyer events therefore increasing the chances of winning work with main contractors. As well as the commercial department of the company this project could impact it as a whole. If the project works as expected and fewer tender packages are missed and more are brought in through attending more meet the buyer events then that would ensure that all Carpenters are kept in work and also more may need to be employed. This ensures that all office staff’s workload is increased and more may also need to be employed to cope with the workload. If the company does manage to grow into the commercial industry as is being targeted then new office staff and on site staff may be required purely to deal with that aspect of work aside from the houses. 
The programmes that will be used for this project will be Windows Live Mail and Microsoft Excel. Windows Live Mail is the programme that the company uses to send and receive emails. Microsoft Excel won’t be directly used in relation to this specific project but it will be used in terms of the organisation of email folders and also the logging of information and details. 
Each new package is given a tender number and is logged in the company’s tender register as seen in the below image (sensitive information has been hidden). The tender number will be used to create a file number in each job file of the tenders that are received. The hope is that by the end of the year that more tenders will have been logged into the system than the previous year through the improved email organisation.
[image: ]
[bookmark: _GoBack]This project is based on communication and ensuring that it is done efficiently within the company. The organisation of emails is crucial within this and by ensuring that all emails are filed and not missed it ensures that the company’s interaction with main contractors and developers is maintained and not overlooked at any period. An element of the project is taking into consideration how meet the buyer invitations are not missed will help D and K Carpentry’s marketing and increasing its client base. Meet the buyer events will help raise awareness of the company and help with the company’s presence within the industry especially with commercial contractors.
As I am employed by the company this project will be continually worked on in my day to day role. Each time an email is received I will actively consider how to deal with it and it should then improve my performance within the role. I believe that this project will help my career progression as my performance as an Estimator which could directly affect the company’s performance. As my performance improves then it could have an effect on my salary and also improve my standing within the company. Also, as I will have more interactions within the industry, I will gain more relationships with people in other company’s then if the time ever came to move on from the company then I will be in a better position to get a job elsewhere. 
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