Drawing Office Engineer – Job Description
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Company: 	Lifts Ltd
Function:	Sales 
Reports to:	Sales Drawing Office Manager


Purpose

To produce builders work drawings and order products in line with agreed timescales. Respond to questions and queries from customers. Assist the Sales Team with product technical queries and support site surveys / visits to customers when requested. 

Key Responsibilities 

1. Produce builders work drawings – The BWD serves as a ‘working contract’ with our customer. Produce builders work drawings efficiently and correctly to meet the business SLA’. Resolve any issues with the customer and revise BWD’s accordingly. Communicate and document all changes agreed with the customer. 
2. Order products from OEM – Issue PO’s and instructions to purchase products. Ensuring approvals and revisions are reflected in the instructions given to both.
3. Review the As Sold / Sales Selector Sheet, Survey and/or architect’s details and work with the Sales Team and/or the Customer to detail the product arrangement to be provided. Ensure everyone is clear on the product Stannah is providing.
4. Communicate and clearly document all changes to the product to the customer/stakeholders. 
5. Issue BWD and revisions (including visiting online configurators to amend and download drawings) to the customer.
6. Work with the Sales and Operations Teams and Scheduler so that any potential delays are picked up early and resolved swiftly, taking ownership of SDO responsibilities. 
7. Carry out site surveys to ensure the correct product has been specified.
8. Attend site meetings on behalf of the sales team to discuss the technical aspects of the proposed solution and advise on the BWD where required
9. Work with a small, dedicated team to ensure the customer’s deadlines are achieved.
This list is not exhaustive and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the business and/or the SDO function.

Skills and Experience
· Knowledge of vertical transportation systems, i.e. Platform Lifts, Goods Lifts, Micolifts, Passenger Lifts. 
· Ability to interpret engineering drawings and skilled in the use of a number of CAD packages. 
· Ability to communicate well with people at all levels and with a broad range of customers –Architects/ small regional builders/ specifiers. Good understanding of the construction industry. 
· Good IT skills – Word, Excel, Lotus Notes, Microsoft Project and Adobe PDF Pro.
· Understanding of online portals, i.e. 4projects, BIM360, Trimble


Personal Attributes and Behaviours

· Organised, proactive and efficient – used to working with minimum supervision. 
· Ability to prioritise simultaneous activities to challenging timescales. 
· Eye for detail. A completer finisher. 
· Structured approach – putting things first and not creating wasted or duplicated effort. 
· ‘Can do’ and ‘take ownership’ attitude. 
· Unflappable – ability to work to tight deadlines and deal with pressure. 
· Cool head and patient – methodical in approach.
· Questioning mind – not taking things for granted or accepting things at ‘face value’.
· Persuasive – ability to gain ‘buy in’ / workable agreements in difficult negotiations.

Relationships

Internal 

The jobholder will be expected to maintain close and effective personal working relationships at all levels of the organisation. The communication skills required include the ability to communicate technical complex and sensitive information.

External 

External agencies including suppliers and customers.
 
Experience and Qualifications

Auto CAD 2017
Microsoft Office
Adobe PDF Pro
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