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Role definition

	Job title:
	Document Controller/Administrator 

	Reports to:
	Office Manager/Senior Administrator 

	Direct reports:
	None

	Business unit:
	Baker Hicks
	Location:
	Golden Lane, London office


Summary

	Provide proactive administrative support to project and office management teams to assist in the smooth and effective running of the business, exercising judgement and discretion in all tasks.  


Key objectives (4 maximum)
	· Provide effective administrative support, document control, and reception duties
· Create and maintain efficient systems and processes 
· Be able to work in a team environment and multi-task
· Be a reliable and approachable point of contact for staff and external parties
· Good skills in Microsoft Office packages and Outlook are essential 
· Must have a good knowledge of various Document Control Management Systems 


Principal responsibilities and accountabilities

	Consider: management of people, systems and processes, suppliers and customers, and finances 

	· Maintain close adherence to the project system procedures and assist in project filing/archiving
· Support the Document Control function, accurately processing all incoming and outgoing documentation and drawings in line with relevant project procedures on multiple projects.  
· Liaise daily with Office Manager and support  Project teams to ensure all general administration tasks are followed through

· Liaise with administration staff from other Baker Hicks/Morgan Sindall businesses to ensure that

best practice, sharing of knowledge and lessons learnt is exercised
· Collate and prepare information for internal and external meetings

· Organise meetings and administer electronic invitations 

· Support project teams, providing an effective and efficient service with all typing and recording of documentation using the appropriate systems

· Collate internal/external mail, ready for postal collection, when required 

· Provide comprehensive diary management, including coordination of travel arrangements, 
arranging accommodation, and internal and external meetings
· Produce and control documents on behalf of the business unit, ensuring that all documents (including presentations and spreadsheets) adhere to company and departmental standards
· Manage project controls sheets on behalf of project managers
· Printing, binding and postage/courier services for drawings and documents


Person specification

Qualifications and training

	· Good standard of education at GCSE level or above (or equivalent) with grade C or above (or equivalent) in Maths and English
· Excellent keyboard skills


Technical skills and experience

	· Strong organisational and business administration experience

· Proven administration experience of working in a busy environment and internal projects 

· Experience of working within an engineering design business is an advantage 

· Knowledge of working in a document control environment is essential
· Strong technical skills in Microsoft packages including Windows, Outlook, Word, PowerPoint, Publisher and Excel – must be advanced user in Word and PowerPoint
· Strong oral and written communication skills to communicate effectively with internal and external teams
· Highly organised and driven with a 'can do' flexible and adaptable attitude

· Willingness and enthusiasm to take on new challenges and develop own role 

· Ability to work under pressure and to deadlines

· Confidence and ability to interact at all levels internally and externally 

· Proven experience at working within a dynamic constantly changing environment

· Able to prioritise and thrive in a busy, fast-paced environment to meet the demands of the team

· Ability to quickly build strong working relationships with people at all levels

· Strong influencing and negotiating skills

· Proactive and driven attitude
· A good team player 
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