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Job Description

	Job Title
	Trainee Document Controller

	Reports to
	 Lead Document Controller / Document Control Manager

	Core Role Purpose
	To operate document control processes and procedures that  have  been  implemented and  to  ensure  the  control  of  all  project documents, including creation, retention, and revision control is compliant and effective.

	Accountabilities & Responsibilities
	Provide support to the Senior Document Control and Document Controller with delegated duties
Willingness to carry out routine document control activities for the company, including document release and publishing, query handling, management of transmittals, copying, scanning and library management.

Willingness to provide support with regard to document numbering, the application of metadata, and ability to work with Document Management Systems (DMS). Follow the document control procedures.
Support  to  departments  in  the  issue  receipt  and  tracking  of  all  documentation  both electronically and in hardcopy where applicable.
Assist with general office administration duties as required and provide general office support.


	Behaviour required

	Environment, Safety, Health, Security & Quality
	Consistently demonstrates positive behaviours in relation to environment, safety, health, security and quality in line with the project requirements.

	Shape the Future
	Removes barriers and resistance to progress through listening, engaging with others and taking action. Encourages others in change situations.

	Build Effective Relationships
	Is proactive and deals effectively with difficult or challenging situations with colleagues or team members.

Understands impact of personal style and encourages feedback from others to develop performance

	Energise the Team
	Creates a positive atmosphere within the team


	Deliver Results
	Responds positively to the needs of internal and external customers.

Proactively tackles blocks and barriers to progress.

	Model Personal Excellence, Integrity & Accountability
	Holds self-accountable for behaviour and results.

Actively encourages feedback/challenge from those around them
Promotes a positive health and safety culture.

	Other Behaviour
	Willingness to undertake professional development



	Evidence required to demonstrate competence

	Knowledge, skills & experience
	Awareness of  Document Management Systems (DMS) beneficial but not essential
Ability to communicate effectively
Awareness to demonstrate document control processes and procedures
Awareness of MS office computer applications such as Word, Excel, Outlook, and PowerPoint.
Awareness of security classifications.

Awareness of project lifecycle.

	Qualifications and/or professional memberships or equivalent
	Educated to GCSE level standard

	Further requirements
	Following suitable training and guidance, will be able to achieve and maintain Government Security Clearance commensurate with the requirement of the role.

	Date
	Job Holder's Signature 
I have read and fully understand the requirements and what is expected of me in this role.

	Date
	Manager’s Signature
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