
Building Sustainable Communities 
Project and Contracts Manager 

Job title: Project and Contracts Manager Hours per week: 37.5 

Responsible to: board of directors Salary (FTE): £28,332 – £30,667 (dependent on 
experience) plus pension 

 
The Project and Contracts Manager will have overall responsibility to deliver this remarkable project 
and coordinate the project team.  This role blends two distinct areas of responsibility: 
 
Construction related – this project is about disadvantaged young people, quite literally, building their 
own community buildings using only the most sustainable materials and methods.  Therefore the 
Project and Contracts Manager will have extensive experience in the development and delivery of 
complex commercial construction projects – the roles and responsibilities are detailed below – but, in a 
nutshell, she/he’ll have Project Management responsibility for multiple builds as well as Contracts 
Management responsibility for the sub-contractors who will work on the builds as well.  We are realistic 
and understand that some components of commercial construction will be less accessible to our groups 
(such as ground works) and we require an open-minded and creative person to take on a role which 
turns the ‘traditional’ roles in construction on their head: the majority of construction will be delivered 
by vulnerable/disadvantaged young people aged 16 to 24 years old through accredited training 
programmes.  We understand this is an innovative approach to commercial construction and, combined 
with only using sustainable construction methods, blends two different areas of innovation: inclusion in 
the construction sector and sustainability of build materials.  For us, ‘sustainable’ means locally 
sourced, fully biodegradable, low-embodied energy and non-toxicity – by default, this also results in a 
more inclusive construction process as the materials are more person-friendly.  The person taking on 
this role will need to be fully on-board with this approach to commercial construction and, preferably, 
experienced in delivering projects using sustainable materials. 
 
Team management related – alongside managing the projects and contracts, you’ll be coordinating a 
team of people who will either by working directly with the groups of young people or doing 
administration.  The Team Leader and Lead Facilitator will be responsible for ensuring the accredited 
training programmes are both inclusive for the young people as well as resulting in progression towards 
the completion of the building.  Alongside the other Lead Facilitator and two support workers, the 4-
person facilitation team will deliver on the “on the ground” activity with the young people and be 
responsible for those funding related outcomes.  The Administrator will complete all administration 
related to the project including financial activities, group paperwork and construction administration.  
As such, the Project and Contracts Manager will have a diverse team of people to support their role. 
 
Multiple projects and pipeline development – combining the normal lead-in time for commercial 
construction projects with the unique, community centred approach (and associating fund raising) 
means the lead in time for our projects may be between 18 and 36 months.  As such, there will be a 
need for the Project and Contracts Manager to be able to manage both “live” construction sites as well 
the pipeline of future builds. 
 
Contract duration: we are merging 2 Big Lottery funded projects with this role.  The initial contract is 1 
year (funded by Big Lottery Fund Wales “Building Community” project) followed by an additional 4 
years (funded by the Big Lottery Fund “Building Sustainable Communities” project)  -  assuming both 
parties are happy to continue!  We are confident this approach will result in a much longer career 
opportunity at Down to Earth as our social enterprise continues to grow and we scale this 
transformative approach across the UK. 
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Project and Contracts Manager 

 
Working hours and location: our normal working day is 8.30am to 4.30pm, Monday to Friday.  The 
position will be located at our new training centre on the Gower peninsula, near Cilibion, Llanrhidian, 
Swansea SA3 1ED.  It’s a beautiful building and demonstrates the potential of what this project can 
achieve. The entire team will be based at that new venue.  In year 1 and 2 of the project we expect the 
construction venues to be local (on the Gower peninsula), however, in years 3, 4 and 5 the locations 
may become more regional  - this is subject to our groups’ needs and the pipeline development of 
builds.  Due to the relatively remote location and multiple venues, you’ll need to be a driver and have 
access to your own vehicle for the role. 

Roles and responsibilities: 
 
Construction related (70%) 

 Development of projects for construction by young people on the programmes  

 Liaison with the client and professional design team for establishing clear communication/reporting 
systems, planning permission drawings and construction drawings 

 Planning application submission 

 Pricing and detailed costings for project proposals 

 Financial monitoring and budget control for projects 

 Developing workflow and work packages 

 Tender and Contracts administration for sub-contractors on projects 

 Coordinating and managing the professional design team 

 Meeting construction health and safety and CDM requirements (includes CPP) 

 Project scheduling, critical control points and milestones – includes technical specifications and 
building regulations. 

 Analyse, manage and mitigate risks 
 
Team management (20%) 

 Overall management of the project team (see below) to achieve funding outcomes 

 Overseeing full compliance with (and between) Health and Safety and Child/Vulnerable adult 
regulations by the project team 

 Ensuring the values and ethos of the project is maintained throughout  
 
Funder (Big Lottery Fund) related (10%) 

 Reporting and monitoring for regular review meetings with a director 

 Reporting and administration of the project to the Big Lottery Fund 

 Ensuring the project meets funding outcomes 

 Potential future funding applications 
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Person specification 
 

Essentials: to be suitable for this position you’ll need to show us you have the following experience… 
 

 A passion for sustainable construction and the interwoven benefits it brings to people, the 
environment and the economy 

 Advanced knowledge with evidence-based track record of construction management processes and 
methods 

 Proven track record in planning and time management on construction projects 

 Excellent financial and budget management on construction project 

 Robust and rigorous resource management  

 Proven working experience in construction management 

 Excellent communication and inter-personal skills 

 Empathetic, patient and tolerant approach to inclusion in construction 

 Rounded knowledge of building products, construction details and relevant regulations and quality 
standards 

 Strong and inclusive approach to delegation and motivation – enabling the team to remain 
motivated to complete the project to a high standard 

 Familiarity with construction management software packages 

 Competent in conflict and crisis management 

 Strong leadership and human resources management skills 

 Fully qualified driver 
 
Desirable 

 Higher level qualification in construction management, architecture, engineering or related field 

 Outdoor qualification such BELA/ML/Forest School Leader, or similar 

 Welsh speaker 
 

 


