Project Surveyor– Job Description
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Company: 	New Lifts Division
Function:	SDO
Reports to:	SDO Manager


Purpose

Manage our internal and external customer expectations in delivering quality installations to the highest safety standards.  Provide 

Key Responsibilities 

1) Health & Safety - Without regard to any other pressure, enforcement and leadership of Health and Safety will take precedence over all other issues. Customer requests for additional H&S information should be discussed with H&S Manager or SDO Manger with view to providing such information as requested.
2) Dimensional Checks – Plan and schedule work issued to your Ofbiz outstanding check list.  Meet with our customers giving best advice with regard to sizes, fixing points, pump locations and other builders work we require whilst being aware that we must also protest the company by making sure the customer is aware of their responsibilities.
Note - Your diary should be planned a week in advance. 

3) Dimensional Checks from Architects drawings – If we produce our builders work drawings (BWD) from the customers architects drawings, attend site with our BWD and check the information that has been provided is correct.

4) Pre Start Check – Carry out PSC normally 2 weeks before the installation to allow the builder time to rectify any issues on site. Record your findings on relevant paperwork and inform customer service team. Inform installations if the start on site date is to change.  No job will be put in for delivery until the Project Engineer has been to site and confirmed site is ready, using the current Pre-Start check form.
a) If outstanding works are identified, on pre start checks, you are responsible in making sure these are complete before the lift is delivered to site.  Communicating with the Project Planners and the customer to reschedule deliveries when required.
b) SOS (start on site) Forms – In some cases, you will request these from your customer where the delivery has been booked and we do not have the SOS form.

5) Sales Support – To be offered as and when required, attending site with Sales Team, completing preliminary Dimension Checks etc.



6) Site meetings – Customers can request additional visits to discuss issues and requirements.
7) Assist - Quality Manager with BVQI audits.
8)  Advise - SDO, and Sales Team with product knowledge.	
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 Operations function.

Skills and Experience
· Knowledge of construction sites and building process
· Must be able to read and understand a wide range of ‘construction’ drawings – ranging from builders, architects, engineers 
· Experience in installing platform lifts or Servicing – know the process. 
· IT – strong computer skills so that you can produce reports in Word and MS Project and ability to use efficiently, a wide range reports / dashboards produced by the business


Personal Attributes and Behaviours

· Must be well organised, so that site reports for example can be completed whilst on site and sent to the office within the agreed period of time 
· Must be good at time management – organising site visits so that they are efficiently planned
· Customer focused – good at communicating with customers verbally, on the telephone or face to face and by email
· Ability to work well unsupervised – linked to being a well organised and good at time management 
· Good at problem solving – thinking about the impact of certain events and putting in place corrective actions to prevent problems reoccurring.
· A Flexible approach to working hours to suit customers requirements. May involve working away and early starts.


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.

Education and Qualifications 

Platform Lifts NVQ or equivalent
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