
Job Description
	Job Title:    Project Support Administrator        

	  Function:       Projects      


	
	  Region:           Based in Sandbach      


	Responsible to:  Technical Customer Support Manager

	Responsible for (direct reports):  N/A

	Job Purpose:  To provide an efficient and professional administrative support contributing to the delivery of assigned projects. 



	Areas of Responsibility and Key Tasks:
	Key Performance Indicators

	Responsibilities and Key Tasks:-

Take ownership of any project related correspondence utilizing internal systems to ensure the deadlines are met.

Monitor project correspondence- respond, advise and keep the key stakeholders (external and internal) informed as appropriate. 

Report progress on the project to the Technical Customer Support Manager.

Administration of Product Database
Deal with any project enquiries within the required time scales, liaise with the other members of the Project Team as appropriate.

Compliance with the internal processes and procedures.

Ensure maintenance of accurate administrative project-related records (input and maintain all the data and essential information on service users).
Produce information from spreadsheets and databases.
Maintain documentation  through all stages of the project lifecyle.
Building effective relationships through liaison with colleagues and customers.

Attendance in internal/ external meetings as appropriate.
Supporting the Company’s core values and behaviours.

	Efficient administrative support in line with scheduled deadlines.
Responses to any project related queries are completed in a timely manner.
Information on the progress in form of a report/ Tracking Spreadsheet to be provided to the team management in a timely manner.
Product Database accurate

Response to any project related queries in a timely manner.

100% compliance

Records and information are updated in a timely manner.
Accurate, timely and relevant information to support the progress of the project.
Administration follows project flow.
Good feedback from colleagues and customers.
As required 100% attendance.
Displaying behaviour in-line with the Company’s core values and behaviours and reporting or addressing any behaviour which is not compliant.


	This job description is not intended to be an exhaustive list of duties. As such it is liable to change in accordance with the needs of the business and may be amended from time to time following discussion with the post holder.






