	Job Description / Specification

	Job Title:
	Project Controller

	Reporting to:
	Post Order Team Leader

	Department:
	Post Order

	

	Organisation Structure

	


	Purpose of the Position

	To play a pivotal role within the commercial post order team maintaining and enhancing the overall customer experience with Whitecroft Lighting.
Providing the highest level of customer service and developing lasting customer relationships.
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	Key Responsibilities

	1.

	To project manage the entire requirements package of major projects this includes:
· Processing of new orders
· Establishing delivery schedules
· Creating product information sheet 
· Order revisions/amendments
· Returns
· Damages/replacements

	2.
	To provide the interface between Whitecroft Lighting and the customer in the post order phase of project delivery acting as the primary contact for site.

	3.
	Completion of handover and progress calls to site throughout lifespan of the project.

	4.
	To ensure the integrity of the supply chain for the lighting and controls package for each managed project.  This to include in-house manufactured, sub contract and outsourced elements.

	5.
	Management of the product design/approval process.  Liaise with all parties including third party design professionals, contractors and wholesalers.

	6.

	To visit site for handover and progress meetings when required.

	7.

	To offer technical knowledge and advice on product selection.


	8.

	Maintenance of all project control systems associated with the project.


	9.
	Adherence to project management process and documentation.  Including project tracker to support KPI’s




	Specific Skill Requirements

	
	Essential
	Desirable

	





Education
/ Technical Skills
	· Experience of working within a similar industry. Installation or manufacturing essential.
· IT literate – particularly within Microsoft office
· Understanding of the wider needs of the business. Focused on achieving customer satisfaction. 
· Have the ability to communicate with people at all levels
· Well organised with excellent attention to detail
· Full clean driving license
	· Manufacturing/Construction experience 
· SAP experience 


	






Behaviors
	Curious Creators
· Positive attitude to new innovation and change and actively contributes ideas and solutions to improve business processes.
· Customer focused attitude with a strong desire to enhance the customer experience.
· Adapts effectively to changing priorities, maintaining focus and productivity in a dynamic environment.
· A problem solver with decisive decision making who is able to influence at all levels of the stakeholder chain. 

Committed Together
· Listens to and treats colleagues and customers with respect.
· Builds and maintains strong internal and external relationships to support effective collaboration.
· Communicates confidently with stakeholders to clarify requirements, manage expectations, and meet agreed timelines.
· Works effectively as part of a team while also taking responsibility and having the confidence to make their own decisions.
· Ability to anticipate the potential areas of conflict, with the ability to manage/diffuse situations effectively.

Aim Higher
· Demonstrates a commitment to continuous improvement and personal development.
· Self-motivated with the ability to work under pressure.
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Post Order Services Manager


Post Order Team Leader


Project Controller


Commercial Support
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