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 JOB DESCRIPTION
________________________________________________________________________

Job Title: Project Administrator



Reporting to: National Project Manager
Business Unit: Assisted Living & Healthcare

Department: Projects
Base Location: Blyth





Other Work Location/s: NA
Overall Job Purpose:
To provide project pricing and project status information. To ensure stock availability and supply. To manage the work activities of Field Engineers.  

Key Duties:

· Produce timely, clearly detailed, competitive pricing on all Aidcall TMS projects.
· Have regular exchanges with Sales Personnel to give and receive project information.
· Maintain project data and manage project status on Company (SAGE) system, incl:
· Pricing matrix 
· Project order details

· Equipment stocks for Project Engineers
· Invoice payments

· Project handover/closures

in accordance with Company and contract terms.
· Organise deliveries and collections.
· Manage the work plans of Project Engineers and maintain close communication with Project Managers and Engineers.
· Develop and maintain strong relations with current and perspective clients re; current projects and future business opportunities.
· Always abide by the Legrand Core Values and Code of Ethics and strive to meet and exceed the Group’s Corporate Social Responsibility (CSR) commitments.
Job Competencies/Key Skills:
· Self motivated, with the ability to work to tight deadlines and service targets.

· An ordered and professional working style.
· Adaptable with good problem solving skills.
· Able to read and comprehend detailed contract documents. 
· Excellent customer service/relationship skills.
· Good Microsoft Office (Excel & Word) skills.

· A team player.
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