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	RECRUITMENT PROFILE


	JOB TITLE
	Modern Apprentice – Commercial Assistant 


	DEPARTMENT
	Commercial 


	REPORTING TO
	Commercial Manager



	LOCATION
	Head Office, Selkirk



	HOURS OF WORK
	Monday – Friday 37.5 hours



	CONTRACT TYPE
	Full Time



	POSITION TYPE
	Permanent



	CLOSING DATE 
	15 JUNE 2018




	JOB DESCRIPTION


JOB PURPOSE
To train and develop as a commercial assistant and provide additional support to our current Commercial Team.

RESPONSIBILTIES

The Company undertake to enrol you on a day release Modern Apprenticeship HNC in Construction Management programme at Edinburgh College.   You will be required to attend Edinburgh College one day per week with the other four days per week being based within our Head Office, Selkirk where you will gain valuable hands on commercial experience and perform day to day commercial duties.
Brief summary of duties include :-
· To learn and develop the skills to carry out material take-offs.

· To select correct materials for batching and issue to production department.

· On an adhoc basis deal with any matters arising between.

· Suppliers/Site/OCM/Customers in connection with materials to or from site.

· Assist with the monthly stock takes.

· Adhoc site visits to develop knowledge and understanding of our product.

· To provide personnel cover with the purchasing orders etc if other members of the  commercial team is on holiday or off sick.

· To develop skills within all aspects the Commercial Department.
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	PERSON SPECIFICATION 


	Key Areas
	Essential 
	Desirable

	Education & Training
	National 5 Grade B or above in Maths & English 
	Higher Maths & English 

	Competencies
	Computer literate.  Good understanding of 

Microsoft Excel Applications. Excellent numeracy skills
	Competent user of all Microsoft Office Applications.

	Experience
	Basic understanding of Construction methods
	Basic understanding of Timber Frame Industry

	Communication


	 Excellent communication skills, both written and oral

	Transportation
	Ability to get to and from Edinburgh College – one day per week during term time.
	Access to own transportation

	Other 

· An enthusiastic individual who can work as part of a team.

· Methodical with a good eye for detail.

· Good time management – punctual and organised.
· Ability to prioritise workload in a timely manner.
· Reliable and trustworthy.




This job description outlines the main duties and key performance outcomes of the role. It is not exhaustive and may be varied by the Company following consultation with the post holder.

The job description, duties and key performance outcomes must be reviewed annually with the line manager.
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