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1. Job description


Position:  Project Coordinator
Company: Construction LTD
Location: Newport, Wales
Type: Office-Based, Full Time, Permanent


Company description: 
With over 20 years of experience, we specialise in building and maintaining underground infrastructure across the UK. While the company has experiences significant growth in recent years, we remain committed to our long-standing values of meeting our clients’ needs while delivering high standards support, quality and customer service. We offer comprehensive support including administration, project management and on-site labour tailored to meet each client’s specific requirements. Our work supports organisations within the power, gas, water and telecommunications sectors. 
We are dedicated to promoting diversity and fostering an inclusive and supportive working environment for everyone. As an Equal Opportunities Employer, we welcome applications from individuals of all backgrounds and are committed to ensuring fairness and equality throughout the recruitment process.


Job summary: 
We are seeking a highly organised, detail-oriented and proactive Project Coordinator to support our delivery teams in the successful management of underground construction projects across South Wales. Working closely with Project Managers and on-site teams, you will play a key role in coordinating resources, managing project documentation and maintaining clear communication channels to help ensure projects are delivered safely, on time and within budget.
This is an excellent opportunity for someone with strong administrative and organisational skills, an interest in the construction industry and the ambition to grow within a fast-paced and dynamic business environment.









Key responsibilities:
· Assist in the preparation and maintenance of project plans, schedules, budgets and progress reports
· Manage project documentation, ensuring accurate tracking and organisation of permits, drawings, reports and compliance records
· Coordinate and attend project meetings across various locations, including scheduling, minute-taking and tracking actions and follow-ups
· Support financial administration by processing invoices, purchase orders and assisting with cost tracking
· Assist in the preparation of risk assessments, method statements and health and safety documentation
· Help ensure projects comply with Health & Safety regulations, Streetworks requirements and internal quality standards
· Provide day-to-day administrative and coordination support to ensure smooth project operations

Hard skills required:
· Highly organised with strong attention to detail and effective time management skills
· Proficient in working with data, spreadsheets and shared document management systems

Soft skills required:
· Excellent communication and interpersonal skills with confidence in working with diverse teams and stakeholders
· Adaptable and quick to learn with a strong willingness to develop within the role
· Proactive and collaborative with the ability to prioritise tasks and manage multiple responsibilities effectively

Qualifications:
· Entry level 3 English required
· A-Levels or equivalent
· Full UK Driving Licence







Additional requirements:
· Right to work in UK
· Minimum 1 year experience in project coordination or project administration 
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint)

Benefits:
· Private Healthcare Package (24/7 GP appointments, 24/7 mental health support services, 24/7 life advice helpline, access to digital pain assessments, gym discount)
· Annual bonus
· Company Car
· Company pension (5% paid by employee, another 5% matched by employer)
· Annual leave 30 days (including bank holidays)
















2. AI Statement

I confirm that I have not presented any AI generated text as my own work. I confirm I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence.






















2. Cover Letter

Dear Hiring Manager,
I am writing to apply for the Project Coordinator position at Construction LTD in Newport. With several years of experience coordinating fibre and infrastructure projects, I specialise in delivering projects efficiently through strong organisation, stakeholder coordination and compliance management.
At Circet UK I supported fibre infrastructure delivery by managing documentation, tracking timelines and ensuring compliance with Streetworks and Health & Safety requirements. I worked closely with project managers, contractors and internal teams to maintain clear communication and accurate reporting while contributing to smooth project delivery.
I later progressed into project management and consultancy roles within telecommunications, overseeing contractor coordination, reporting, budgeting and performance. By structuring workflows and strengthening collaboration with subcontractors I helped triple company revenue while improving operational efficiency. I also introduced reporting processes to enhance project visibility and support senior decision-making.
More recently, at Harvey Bowes Limited I have coordinated renovation and conversion projects, managing planning, budgets and stakeholder communication to ensure timely progress.

I would welcome the opportunity to contribute my skills and experience to support your projects. Thank you for your consideration.


Yours sincerely,
Klaudia Rutkowska











3. CV

	Klaudia Rutkowska
Newport NP19 9GF, Wales · (+44) 7922 648633 · rutkowska.klaudia@outlook.com
www.linkedin.com/in/klaudia-rutkowska-194052152

	Personal statement

I am a highly organised and proactive professional with experience in project coordination and management within construction and telecommunications. I have successfully supported project delivery through careful planning, stakeholder coordination, and process improvements, contributing to operational efficiency and business growth. Experienced in budgeting, compliance, and contractor management, I am a reliable team member who communicates effectively across roles and levels. Known for problem-solving and attention to detail, I am committed to ensuring projects are delivered on time, within budget, and to a high standard.


EXPERIENCE
2024 to 2025
REAL ESTATE AGENT
HARVEY BOWES LIMITED
Joined to support the lettings department and progressed into sales, working across both functions. Responsibilities included property valuations, client liaison, viewings, offer negotiations, and end-to-end sales progression. Managed renovation and conversion projects for multi-let and commercial properties, overseeing planning, budgeting, and delivery in collaboration with clients and investors. Led a full company rebrand, improving market engagement and client feedback. Recruited and managed a team of four across lettings and marketing, ensuring effective performance and collaboration.

2021 to 2024
BUSINESS DEVELOPMENT CONSULTANT
KDLINE LTD
Founded and operated a consultancy providing project management and business development services within the telecommunication sector. Managed recruitment, training, contractors, and delivery against client and senior management targets. Developed and implemented business continuity strategies, negotiated contracts, and improved client satisfaction and operational resilience. Designed efficient back-office processes, managed PMO functions including reporting and governance, led vendor integrations, produced executive-level reports, implemented performance metrics, and introduced budget tracking tools to optimize costs and resources.
2021 to 2021
PROJECT MANAGER
PHOENIX LIMITED
Promoted into a management role within a growing fibre-optic infrastructure contractor. Delivered multiple public and private sector projects, managing back-office staff, direct labour, and subcontractors. Accountable for quality, health and safety compliance, performance targets, invoicing, and client relationships. Managed weekly invoicing of approximately £50,000 and supported rapid operational growth, including the expansion of installation crews and project capacity.

2018 to 2021
PROJECT COORDINATOR
CIRCET UK
Developed core project coordination and administrative skills within a telecommunications environment. Managed project timelines, deliverables, and compliance requirements, supporting efficient delivery across teams. Standardized processes to improve consistency, coordinated contractor communications, and reported to senior management. Worked closely with Finance, Health & Safety, and HR to support project objectives.


EDUCATION
2025-PRESENT
CERTIFICATE OF HIGHER EDUCATION Employability Skills
university of wales saint trinity david
Studying part-time towards a degree in Business Management and Leadership. Key modules include: Academic and Employability Skills, Effective Team Working and Communication, Digital Skills and Research Methods, Problem Solving and Decision Making, Professional Career Development and Managing Enterprise in the 21st Century. 

2017-2018
GCSE MATHS AND ENGLISH LEVEL 2
city of bristol college
Completed Level 2 qualifications to prepare for higher education. 

2013-2016
HIGH SCHOOL A-LEVEL EQUIVALENT
liceum im. mikolaja kopernika, poland
Completed a diploma in Mathematics and Biology, with additional interests in Psychology and Healthy Nutrition.



VOLUNTEER HISTORY

2025-PRESENT
Student Representative
university of wales saint trinity david
Serve as a Student Representative, acting as a liaison between students and faculty to enhance academic experience. Gather and communicate student feedback, contribute to improvements in student life at UWTSD, attend quarterly meetings, and represent my study group in discussions and decision-making.


ADDITIONAL SKILLS
· Languages speaking: English, Polish
· Driving Capability: Full UK Driving License 
· IT Proficiency: Microsoft Office (Outlook, Teams, Excel, Word, PowerPoint, Forms)


TRAINING AND CERTIFICATIONS

· Prince2 Foundation – Ongoing (Project management skills)
· Scrum Master – March 2024 (Team management)
· Level 3 Award in DSE Assessment – December 2020
· Level 2 Award in Manual Handling – December 2020
· Level 3 Award in Emergency First Aid at Work – December 2020
· Microsoft Excel Use at Work – October 2019

Construction Industry related:
· Energy & Utility Skills Register (EUSR) Card – September 2019
· Street Works (SWQR) S1: Monitoring Signing, Lighting and Guarding – July 2019
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