[image: image1.jpg]=)
STEEL DETAILING

Limited





PAGE  
-6-


Position Description
Role:

Project Manager
Reports to:
Estimating and Contracts Manager (CEO)
Scope:
The Project Manager, as part of the business management function, is responsible to the Estimating and Contracts Manager (CEO) for the overall planning, conduct, performance and client relationship management of the projects assigned to them.
Direct reports: 
Project Coordinators

Lead detailers
As required by projects – Detailers and Checkers
Relationships:
CFO
CTO

All staff


External:


Current Clients (projects in progress)

Delegations:
Financial:  nil
Staff:  Performance management as required, in consultation with the Operations Manager and HR Manager

Contracts and projects: 
 
-
Full authority to amend, in consultation with the Client and Estimating and Contracts Manager (CEO), deadlines and details of project submittals, modelling and conduct
Position Description

	Responsibility 
	Tasks
	Measurement

	Estimating and Submissions
	
	

	To assist in the estimating and submission process to gain new project work for 4DSD

	· to provide advice to the Estimating and Contracts Manager (CEO) regarding the resources, deadlines, staff and any other factors to enable contracting decision to be made

	

	Project Planning and Set-up
	
	

	To plan and set up the commencement of project work to a stage where Project Coordinators can supervise project flow

	· to review contract documents to determine the scope of work involved in a project

· to analyse staff commitments and negotiate with other Project Managers regarding the overall work flow an staff tasking

· to be responsible for the initial set-up of the project, including:

· project folders

· computer/XSteel model start up

· ABM report submission to the client

· compilation and check of project drawings

· initial client contact

· forwarding project questionnaire to the client

· liaising with the CTO regarding the quality and standards for the project 

· to ensure all team members are briefed formally and aware of the project scope and all necessary information needed for the project detailing

· to develop and assign tasks for executing and controlling the project
	


	Project Management
	
	

	To oversee and manage assigned detailing projects


	· to manage and review all project budgets to ensure budgets are met or improved upon

· to maintain effective client communications as agreed with the client for all allocated projects
· to manage effective Request for Information (RFI) submissions to clients and responses

· to supervise Project Coordinators and/or Lead Detailers in managing their teams to complete the modelling

· to manage staff completion of the agreed performance measure for the project

· to review project work and progress at least every second day
· to maintain all project documentation (see below)
· to identify any extra work and assist the Estimating and Contracts Manager (CEO) in the preparation of Notifications of Change (NOC)

· to request approval from clients for all Change Orders before proceeding

· to review returned Approval Drawings to determine additions to the original scope of work


	

	Project Scheduling
	
	

	To oversee, manage and drive all project work


	· to review the project budget and submittal schedule with the Estimating and Contracts Manager (CEO), to ensure they are met or improved upon, and advise him of submittal changes
· to meet all agreed submittal deadlines

· to negotiate submittal variations with clients

· to report progress of all project schedules at the Weekly Scheduling Meeting
· to manage team work flow and resources to meet submittal deadlines
· to seek approval from the Estimating and Contracts Manager (CEO),for any submittal deviations before discussing it with the client
	

	Project Quality Assurance
	
	

	To take responsibility for ensuring quality assurance on assigned projects 


	
	

	Project Documentation
	
	

	To manage all project documentation to meet quality, standards and control expectations
	· to receive and record all incoming project documentation into the 4D Document Control system
· to maintain the Records of Change Log (ROC), Drawing Register, Notices of Change Log (NOC), RFI Log, and ABM Change Log for each project

· to generate and/or review and send all RFIs and/or sketches

· to process and distribute responses to RFIs

· to provide a weekly update of all outstanding RFIs to clients and the Contracts manager (CEO)

· to identify change orders, ABM addendums and review 

· to be responsible for ensuring Project Drawings Logs are maintained by project staff

· to organise and execute the transfer of submittal packages to clients

· to maintain a Non Conformance Log of all errors and omissions on projects


	

	Management
	
	

	To lead the staff and manage the resources allocated, in a manner which reinforces the 4D vision, mission and culture, and which emphasises business performance and individual wellbeing


	· to develop and implement strategies to increase efficiency and productivity
· to utilize appropriate staff performance measures for assigned projects and tasks

· to ensure all team members are aware of each project detail and any necessary information needed for them to perform their tasks

· to supervise Project Coordinators and/or lead Detailers in managing their teams

· to provide assistance to staff, especially Lead Detailers and Checkers, as required

· to monitor interactions between team members to enhance team harmony

· to complete performance evaluations of all team members

· to provide input into the individual training needs of team members

· to check all time sheets prior to forwarding to the Contracts Manager (CEO)

· to conduct project debriefs and evaluations with staff
	

	Relationship Management
	
	

	To develop and maintain excellent relations with all clients and stakeholders

	· to communicate with all clients on a regular basis to update them on project progress
· to conduct project debriefs with clients
	

	Reporting
	
	

	To report effectively to clients and Company management on project management in a timely and accurate manner


	· to attend the Weekly Scheduling Meeting and report on the status of each project in terms of:

· updated workflow programme chart

· updated project hours

· current project status

· hours remaining on projects

· KPI status

· to advise the Estimating and Contracts Manager (CEO), CFO or CTO of any relevant issues effectively, and in a timely manner
	


Competencies and Capabilities
The following competencies and capabilities are to assist in recruitment and succession planning, and they are assumed to be met by an incumbent role-holder who has been appointed based on ability and suitability.  The ongoing development for the incumbent role-holder should be addressed separately depending on specific individual and business needs.

Communication:  
The Project Manager must have excellent English communications skills in all forms (email, phone, verbal, written) and be able to maintain effective communications and relationship management on a continual basis to meet effective client and staff outcomes
Competencies:  
The key competencies for the Project Manager include:
specialist knowledge

problem solving and analysis

interpersonal sensitivity



 
effective communications
planning and organising


action orientation
quality orientation

initiative and motivation
Education:


Essential








Preferred
Tertiary qualifications in a relevant Steel Detailing or engineering field

Formal project management and/or XSteel course qualifications
Experience


Essential








Preferred
Team management (Project Coordinator) experience in Steel Detailing 

Relationship management skills
or similar industry                                                                                                     Contract and Estimating experience in Steel Detailing or similar industry

Project management experience in Steel Detailing or similar industry


Agreement

Signed










On behalf of 4D Steel Detailing Limited
__________________________________________ Employee



_______________________________________ Employer
__________________________________________Date



_______________________________________Date



