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Job Description 
Chief Operating Officer
Post Holder



TBC
Job Title



Chief Operating Officer
Duration



Permanent
Grade




10
Annual Salary


Your starting salary is £36,000 - £40,000 + per    

                                                           annum during the initial 6-month training period.
At the end of the training period a performance                                review will be held and your salary will be reviewed. Following and subject to a successful review, you will commence a handover period and your salary will increase to £60,000 per annum.  
Location
Bakewell office (and on site visits across UK as required).
Accountable to
Managing Director
Job Summary
Work alongside other Project Managers and the MD as part of the senior Management Team. Perform a Project Manager role on a variety of projects including production of WSIs and RAMS, health and safety responsibilities, overseeing the staff planner, invoice preparation, overseeing fieldwork, post-excavation, reports, archives etc, as required and to undertake project and personnel supervision, give and take instructions and report to your line manager. Administrative duties and to undertake other duties that may arise as required. Driving. Undertake discussions with wide range of clients and stakeholders. Produce accurate, well written reporting. Play an active and positive role within the senior Management Team. Contribute to Company growth and be an active high performing team player.
Responsibilities/Main Duties
Inculcating, promoting and delivering Vison, Mission and Culture of the Company.

Keep total expenditure below 85% of net turnover.

                                                          Achieve allocated KPI targets.
Oversight of:

Health and Safety

Finance (incl. accounts, pay, assets, purchases)

Business Development (incl. sales/bus development team, marketing and sales action plans)

ISO audits

People Management & Comms
Produce, inspect, interrogate and present monthly financial reports.

Overseeing and making checks on all expenditure/payments.

Oversee delivery of 5 year Growth Plan and 1 year Strategy, monitor and review.

Produce yearly Budget/Cashflow forecast.

Produce yearly budgets for all elements of Company costs.

Produce Company annual report within one month of receiving finalised accounts.

Check large and higher-risk costings and tenders with input from MD/Chairman – particular focus on the contracts with both client and our 3rd party suppliers.
Review and have oversight of legal docs and contracts with clients and sub-contractors.

Lead, line manage, develop, appraise and hold to account the other 1st tier management (Operations Manager, Projects Managers and Business Administrator, HR), incl. convening and chairing monthly Management Team meetings and ensuring actions achieved.
Carry out appraisals of Management Team.

Systems development and monitoring.

Oversee development of, and undertake rigorous checking of, all website edits/content, social media posts, media releases etc.
Responsible for talent development, leadership pipeline and overseeing training/upskilling of team.

Actively follow and enforce all Company rules and procedures for yourself as well as other members of staff. 
Weekly Company-wide email update.

Public face of the Company as required.
Communicate up and down the management tree, 

                                                           take decisions as appropriate, ensure tasks are 

                                                           completed and alert relevant person of 

                                                           Management Team, to any matters arising as 

                                                           appropriate.
Take active role in networking on behalf of the  company. 
Any other duties that may be reasonably allocated from time to time.

Undertake occasional out of hours work on behalf of the company such as attending meetings, conferences, giving talks or making essential phone calls or communicating important information to other ARS Ltd staff.

Safety
To abide by all statutory safety regulations and company policies as set out in the Health and Safety Handbook. Report all accidents and near misses.
Hours of Duty
37.5 hours per week (excluding breaks and travel time).

Annual Leave
All statutory bank holidays (8 days) plus 20 days holiday per year.

Conditions of Service
See the Staff Handbook.

Period of Notice
Twelve Weeks if less than one year and 16 weeks thereafter.

Confidentiality
It should be noted that some of the information that the post-holder will access will be of a confidential nature both to other ARS Ltd employees and clients, and such information must not be communicated to other persons except where required for authorised purposes.

Note
This job description does not form part of the contract of employment.


This job description will be reviewed on a regular basis.
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