Background Information 
I am Currently working as a Trainee Contracts manager for a construction company called G Oakley and Sons. G Oakley are a family run commercial fit out contractor and have been around for 70 years and passed down a generation. Due to our sector of work, we specialise in and our client base we work nationwide on projects. The majority of our work is for Mitchells & Butlers refurbishing Toby Carvery & Harvester restaurants on fast paced projects. We also do a lot of work for David Lloyd Leisure gym refurbishments & pub refurbishment for Green King. We also have our own joinery shop where we measure and manufacture all the joinery elements for every project that we carry out. 
Being a Trainee Contracts Manager I am involved in projects from briefing/concept stage all the way through to completion & handover. The activities I carry out on projects are:
· Heading meetings 
· Programmes 
· Site set up drawings 
· Ordering site setup plant I.E – Welfare, skips, storage etc 
· Heading internal pre-construction meetings with site manager. 
· Checking site files to make sure all information is included & all H&S documents are included
· Organising labour and subcontractors 
· Weekly site reports 
· Monitoring H&S on site 
· Make sure all works is completed as per drawings and specification 
· Request any information required from clients.
· Request surveys if requested. 
· Manage quality control of works
Being a fit out contractor and all works being fast passed, H&S is vitally important as an accident can easily happen in our industry. Covid being a massive part of H&S at the moment as we have a number of trades on site at one time due to the nature of the works. We always comply with all H&S on every project and there being a minimum standard that everyone needs to comply with. We also make sure all Rams etc are submitted and checked before any project starts. We request that all subcontractors take hard copies to site and sign them before any works commence. We also have a permit system for several works. On any M&B sites we make sure all subcontractors have completed the M&B asbestos awareness training otherwise they are not allowed on site. 
In any project we carryout there are a number of departments involved in the project and all have their key roles to make sure each project is successful. The departments involved in all projects are:
· Commercial/QS/Estimating 
· H&S
· Construction/contracts manager/site manger 
· M&E
· Directors
· Accounts 
Communication is a key part of any project and is used daily to get information to the relevant people and make sure a project runs smoothly. There are a number of communication types used daily to share all information or request information. We use email mostly as these can be formal and informal. Conversions & telephone conversations are another way used to communicate daily throughout projects. Drawings/details and schedules are also used for communicating information between people. Without these types of communication used the project will fail dramatically and won’t even get off the ground. 
