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Job Description & Person Specification 
Operations & Technical Coordinator (Full Training Provided)
Studley, Warwickshire | Full-time, Monday–Friday | £30,000
We're looking for an organised, detail-minded person to join our operations team. You'll look after our CRM and operations system, and we'll train you to produce the drawings and safety documents behind our traffic management work.
About us
Beaumont Traffic Management is a close-knit, Lantra-accredited team with almost 30 years behind it. We deliver temporary traffic management for highways, construction and utilities clients across the Midlands.
The role
The main part of this role is taking ownership of Reflow, our CRM and operations system. You'll be the person who makes sure it's accurate, up to date and actually useful to the business. That includes job schedules, client records, reporting, and making sure the rest of the team uses it properly.
You'll also learn to produce the technical documents behind every job. That means producing RAMS (risk assessments and method statements), and working with our Associate Director of Operations and Technical Services on traffic management drawings. We'll train you on both. Your RAMS will be reviewed and signed off while you learn, and the drawing work will be shared as your skills develop.
You'll spend time on live sites too, fully inducted and supervised, so you understand how the jobs you schedule, draw and write RAMS for work on the ground.
Hours
Full-time, Monday to Friday, 8am–5pm, with a 1-hour unpaid lunch break (40 paid hours per week), based at our Studley office.
What you'll be doing
· Owning Reflow: keeping job, client and scheduling information accurate and up to date 
· Producing reports from Reflow and flagging issues or gaps 
· Being the team's go-to person for Reflow, and making sure others keep it updated 
· Producing job-specific RAMS, with review and sign-off while you learn 
· Producing and updating traffic management drawings with the Associate Director 
· Helping price routine jobs and pull together tender and compliance information 
· Visiting live sites to see traffic management in action 
Who we're looking for
You don't need industry experience. We're looking for someone who:
· is confident with computer systems and databases, and likes keeping information accurate and organised 
· is comfortable asking colleagues for information and following up requests.
· writes clearly and accurately, and can turn practical information into a well-structured document 
· is good with numbers, particularly measurements, scale and calculations 
· has a sharp eye for detail and takes responsibility for getting things right 
· can manage several tasks at once 
· is genuinely interested in construction, civil engineering or highways 
· can get to Studley reliably 
It would help if you have:
· used a CRM or similar system before 
· some awareness of health and safety, or have written risk assessments in another setting 
· studied design, ICT, construction or civil engineering, at any level 
Any work or volunteering experience that shows reliability also counts.
What you'll get
· Starting salary of £30,000 per year 
· 22 days' holiday plus bank holidays (30 days in total) 
· Life assurance- 2x salary
· An employee wellbeing app, backed by trained mental health first aiders in the team 
· Full paid training
· NEST Pension contribution
· Free secure on-site parking
· Real ownership and responsibility from early on, with room to progress as you develop 
· A small, supportive team where you'll learn directly from experienced people 
· Tea, coffee and kitchen facilities provided 
How to apply
Send your CV to recruitment@beaumonttmltd.co.ukg:
References will be requested for shortlisted candidates, and any offer will depend on references that are satisfactory to the company.
Beaumont Traffic Management Ltd is committed to being a fair and inclusive employer. We welcome applications from everyone and select on skills and potential relevant to the role. If you need any adjustments during the recruitment process, just let us know.
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