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Job Description
Job Title: Commercial Manager 







Department: Commercial Development 
Responsible to: Head of Commercial Development  



Location: Nottingham with travel between sites 




Hours:
37.5 hours per week 

 
Salary:
up to 30k pa dependant on experience 


Job Purpose
· To support the development and management of all lease homes, procurement of purchased homes for the delivery and performance of the services, ensuring quality customer satisfaction and adherence to relevant legislation.

· Maximise project margin, adding value to the development process by proactive involvement in procurement, cost management and reporting, and driving best value from suppliers and subcontractors.
· Maximise value of current assets and future developments through measurement and submission of contract variations. 
· Prepare cost plans for projects and assist the stakeholder teams to arrive at practical designs for projects and to stay within budget.
· Acting as a project manager and providing major contributors to the success of a variety of projects in all sectors of the business. 
· To support the development of an organisational culture that puts our Christian Core Values - Caring, Honesty, Respect and Responsibility - at the centre of all we do
Principal Responsibilities

1. To stakeholder manage, including the setting and monitoring of team and individual targets.
2. Prepare cost analysis based on the architectural drawings, engineering estimates, materials required, and labour involved.
3. Prepare cost plans to enable design teams to produce practical designs for projects, which involve liaising with architects, engineers and subcontractors.
4. Prepare tender and contract documents.
5. Evaluate tenders from contractors and subcontractors and, where appropriate, negotiate with the contractors.
6. Control all stages of projects within predetermined budget and expenditure.
7. Monitor and keep track of project progress and are responsible for the measurement and valuation of variations in the work during the contract, for agreement of interim payments and the final account.
8. Work as part of a team to ensure that the requirements of the business are delivered, on budget, on time.
9. Carry out monthly valuations of work in progress, including forecasting of final costs.

10. Provide advice to NYMCA staff on commercial and contractual matters including reviewing and drafting of correspondence.

11. To support in the appointing of commercial vetting of sub-contractor tenders and contracts

12. Verification of subcontractor monthly valuations and final accounts.

13. Able to work well within a team-based environment.

14. Communicate regularly with NYMCA staff and specialist subcontractors to ensure commercial controls are in place, understood and followed at all times.

15. Manage and produce accurate formal reports in accordance with business timetable.

16. Monitor all commercial information in relation to project including labour, material and sub-contractor cost forecasting thus ensuring budgets adhered to.

17. Supply all relevant information to the Head of Commercial Development and or the Operations Director & Finance director as required for review at the specified intervals set.

18. Assist Head of commercial Development and or the Operations Director with a range of other duties as may be required from time to time. 

Responsibilities of all YMCA staff, casual workers and managers
1
Ambassador for the YMCA


To act as an advocate and ambassador of the YMCA; promoting and exemplifying the YMCA’s core values, mission, vision, and ethos and to positively and proactively protect the YMCA’s reputation.
2 
Other duties

To undertake any other duties and responsibilities as may be assigned by your Line Manager or anyone else designated by the Chief Executive Officer, as necessary. To work in a flexible way to ensure that workload is completed and to undertake any other jobs commensurate with the seniority of the post.
3 
Discretion to act
To exercise discretion in the performance of the duties of the post, to use best practice and to ensure the effective and efficient use of resources.  

Nothing in this Job Description is intended to authorise the post-holder to undertake responsibilities that belong properly to trustees and members of the Executive Management Team unless properly authorised to do so by the Chief Executive Officer directly or through an appropriate manager.

4 
Relationships and confidentiality
To establish, maintain and enhance team-working with colleagues and staff of Nottinghamshire YMCA and to keep confidential all information about individuals and the business of Nottinghamshire YMCA. Any breach of confidentiality will be treated seriously and may lead to dismissal.
5 
Association ethos

To support the Christian ethos and core values of the Association. The Association is committed to equality of opportunity and expects all staff and casual workers to abide by our Equality and Diversity Policy.

6         
Health and Safety
To adhere to the Association’s Health and Safety policies.
7         
Line Management Responsibility
To stakeholder manage the projects team for lease homes set up and uplifts and for new residential care homes
Person Specification
Please ensure that you address all the requirements marked with an “A” in the final column as we will be looking for this information when Shortlisting. 
Job Title:
	Area
	Criteria
	How Assessed*

	Experience
	1.1 Previous experience in the commercial and or residential property acquisitions. 
	A, I, D

	
	1.2 Previous experience of commercial management and procurement of subcontractors, including chairing regular meetings, measurement and control cycle, certificates and accruals calculations. 
	A, I

	
	1.3 Demonstrate experience in maximising project margin, adding value to the development process through proactive involvement in procurement, cost management and reporting, and driving best value from suppliers and subcontractors.
	A, I

	Knowledge
	2.1 Ability to demonstrate a good knowledge of monthly reporting and earned value analysis. Have knowledge and experience in estimation and cost analysis 


	A, I, D

	
	2.2 Familiarity with ICE/NEC forms of contract and knowledge and understanding of Construction Law
	A, I, D

	
	2.3 IT Literate able to use Microsoft Office

	A, D

	
	2.4 Commercially astute, numerate, risk averse & able to accurately forecast cost.

	A, I

	
	2.5 Demonstrable experience in construction contracts

	A, I

	Education/ Training / Qualifications
	3.1 HND/degree (or equivalent) or working towards a degree qualification
	A, I, D

	
	3.2 Project Management qualification or proven experience
	A, I, D

	
	3.3 Driving licence 
	A, I

	Skills & Abilities
	4.1 Multi-tasking, self-motivated, energetic team player with a flexible and adaptable approach to work
	A, I

	
	4.2 Have good practical organisation skills, planning of resources and programme scheduling
	A, I

	
	4.3 Be able to provide both summarised and detailed reports, on current activities
	A, I

	
	4.4 Communicator & motivator with ability to communicate across all levels
	A,I

	
	4.4 Customer focused.

	A, I

	Other work related requirements
	5.1 Ability to support the Christian core values of the Association
	A, I

	
	5.2 Willingness to undergo a satisfactory enhanced DBS check and to register with the DBS Update Service OR hold a satisfactory enhanced DBS check for the correct workforce plus existing registration for the DBS Update Service
	A, D

	
	5.3 Ability to understand the needs of people from diverse backgrounds
	A, I


*How Assessed – (A) on application form, (I) at interview, (T) during a test, (D) from documentary evidence e.g. qualifications, driving license etc (relevant documents will be checked at the interview stage)
Nottinghamshire YMCA is committed to promoting diversity and practicing equality of opportunity

Nottinghamshire YMCA is committed to the protection of children, young people and adults at risk
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