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Review Date: April 25 
 

Title: Contracts Supervisor  

 

Reporting to: Contracts Manager  

 

Qualifications required for job role:  

 

• Previous experience working in construction industry desirable 

• Equivalent 5 GCSE’s grade A – C including English and Maths. 

• SMSTS Training (On the Job) 

• CSCS card 

• Experience working in customer focused roles. 

• Experience working in office administration roles. 

• Excellent communication skills, verbally and written.  

• Flexible and independent attitude to work. 

• Full UK Driving Licence 

 

 

Roles and Responsibilities:  

 

• Attend periodic review meetings.  

• Liaise closely with Key Customers, offering support, surveys, Inspections etc. 

• Liaise closely with supply chain to ensure best price/service.  

• Attend site to meet customers and offer guidance and understanding of our products and services.  

• Undertake site surveys and liaise with interfacing trades to mitigate risk and undertake clash detection. 

• Provide support to the Contracts Manager and attend Surveys and inspections/audits on request. 

• Provide support to the CAD Team to ensure drawings are updated correctly and site information is 

understood. 

• Provide Project information to the Contracts Managers for weekly program review and planning. 

 

Brief Job Description 

 

The role consists of managing multiple live projects from the point of order through to completion. To provide a 

management oversight for all phases of installation projects, including coordinating employees, subcontractors, 

material and equipment, ensuring that specifications are being followed, and work is proceeding with quality, on 

schedule and within budget. 

 

Key activities 

 

Planning and Time Management to ensure that projects are completed within set time scales, deadlines and 

budgets are met. Create a project management calendar for fulfilling task objectives. Prioritise workloads based on 

overall business benefit for key customers.  

 

Resource Management ensuring that materials and labour resources are available throughout the building project. 

Coordination of subcontractors working on various phases of multiple projects. 

Organise, attend and participate in design & production meetings. Document and follow up on important actions and 

decisions from meetings 
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Financial and Budget Management making sure that the project is completed within a financial budget. Manage 

Project changes in scope and revenue i.e. variations and ensure costs are agreed before works proceed. 

Communicate and liaise directly with customers arranging meetings and ensuring that all involved are aware of the 

project’s progress to manage customer expectations. 
 

General Construction - make key decisions utilising knowledge of the industry to resolve specific problems. 

 

Overseeing performance of trade contractors and reviews of architectural and internal drawings to make sure that all 

specifications and regulations are being followed. 

 

Any other duties as required by the Contracts Manager or Senior Management. 

 

 

 


