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JOB description
Contract CO-Ordinator & Project LEAD
	Position Title
	Contract Co-ordinator & Project Lead
	Department
	Operations (1 year fixed)

	Generic Job Title
	Contract Co-ordinator & Project Lead
	Segment
	Schools and Universities

	Global Grade
	TBC
	Location
	Home based

	Reports to
	Contract Manager
	Office / Unit name
	Home based



Role Overview
Lead and deliver small-scale projects and business improvement initiatives within a newly mobilised      PPP contract in the Schools and Universities sector. Provide hands-on project management and local leadership to support the stabilisation and growth of the contract
Key Responsibilites

Support the Contract Manager to drive optimal service performance
Enhance operational efficiency and effectiveness by implementing improved systems and processes
Ensure full compliance with all contractual obligations and statutory requirements.
Contribute to a culture of continuous improvement, fostering collaboration and innovation within the operational team

Accountabilities

   Operations

Support the PPP Contract Manager & local Helpdesk in decision making.

Provide FM cover or support on site when required 
Provide regular project updates to local team.

Ensure works meet all legal and compliance standards.

Support the Technical Services Manager to manage the supply chain, identifying new procurement sources and costs for contracts approaching renewal 
Support Operations team to develop service delivery plans and translate contractual requirements into working procedures.

   Project management

Scoping, management and delivery of small projects, including procurement and delivery of all works.
Align project objectives with company goals, and make sure operational team is clear on objectives.

Control all aspects of project delivery on site, liaising with clients, end users, accounts, operations and senior team colleagues.

Manage the Supply Chain ensuring the sufficient skill and capacity available.

Control works and contractors, ensuring best practice Health and Safety and making sure the project meets budget and time constraints.

Provide project updates to senior team and all stakeholders to ensure progress to key project gateways.
Manage time across multiple projects simultaneously.
Carry out all reasonable ad hoc requests.  
     Client 

· Ensure you fully understand the client’s specification / requirements and ensure that this is reflected in the project scope / contractual documents. 
· Always look for opportunities to be able to provide an additional value service to our client, present these ideas to the Contracts Manager and support them in developing a proposal for the client.

· At all times portray a professional, positive, helpful and friendly image to all clients, clients staff and work colleagues. 
· Deliver Sodexo values to make every day a better day for those you provide a service to.
· Attend client meetings when requested. Minute and actions all points following the meeting.
      Finance 

· Ensure that costs and expenditure are controlled in line with budget, utilising Sodexo nominated suppliers.
· Protect the company’s profit by delivering high quality services within budget for each project or initiative.

      Business Improvement 

· Be proactive in overcoming barriers to success. If an issue recurs look for a solution and provide feedback to the relevant Contract Manager.
· Identify opportunities to drive Sodexo revenue and labour productivity.
· Ensure that Sodexo processes and best practice solutions are used in project mobilisation / deployment.

· Leadership of business improvement initiatives or Sodexo strategic deployments across the segment.

Skills, Knowledge and Experience
   Essential

Level 7 or equivalent in FM, Construction or Project Management required

Experience working in FM, Construction or Maintenance environments.

Experience in coordinating small scale projects 

Critical thinking and problem solving

Excellent decision-making and leadership capabilities

Conflict resolution experience.
Positive attitude and adaptability.
Good communication skills, with customers, teams and stakeholders.
Analytical with excellent verbal and written ability
Broad commercial experience and business acumen. 

IOSH Managing Safely

Excellent data management & organisational skills

Preferred

Previous experience within a PPP contracts

Experience working in a standards/compliance environment
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