
 

 
 
 

 Job Description 

 

Client Organisation:        GL Events UK Limited 

Job Title:                          Project Manager - Seating 

Location(s):  UK based in Castle Donington 

Role Objective: (brief summary of key function of role and where it fits into the organisation) 

Reporting to the Operations Manager, the role of Project Manager is to create and execute 
project work plans and revisions as appropriate to meet changing needs and requirements 
of our clients. Manages day-to-day operational aspects of a project and scope. To review 
deliverables prepared by team before passing to client. Effectively apply our methodology 
and enforce project standards. Prepare for engagement reviews and quality assurance 
procedures. Minimise our exposure and risk on projects. Ensure project documents are 
complete, current, and stored appropriately. Can take the lead on any project. 

Key Responsibilities: (list key tasks, responsibilities, deliverables etc.) 

 Taking and acting on incoming enquiries when necessary. 
 Preparing quotations /costings. 
 Site assessment and plan preparation. 
 Advising clients on layouts / subcontract items. 
 Manages project budget.  
 Determines appropriate revenue recognition, ensures timely and accurate invoicing, 

and monitors receivables for project.  
 Accurately forecasts revenue, profitability, margins, and utilisation.  
 Assures project legal documents are completed and signed.  
 Identifies company development and "add-on" sales opportunities as they relate to a 

specific project.  
 Facilitates team and client meetings effectively.  
 Holds regular status meetings with Operations team.  
 Keeps project team well informed of changes with the projects & or client brief.  
 Effectively communicates relevant project information to Senior Managers / Directors.  
 Resolves and/or escalates issues in a timely fashion.  
 Understands how to communicate difficult/sensitive information tactfully.  
 Identifies opportunities for improvement and makes constructive suggestions for 

change.  
 Manages the process of innovative change effectively.  
 Remains on the forefront of emerging industry practices.  
 Mitigates team conflict and communication problems.  
 Manages day-to-day client interaction.  
 Sets and manages client expectations.  
 Develops lasting relationships with client personnel that foster client ties.  
 Communicates effectively with clients to identify needs. 
 Continually seeks opportunities to increase customer satisfaction and deepen client 

relationships.  
 Handover of job to client, where appropriate. 
 Negotiate terms of payment and prepare contract. 
 Builds a knowledge base of each client's business, organisation and objectives. 
 Complies with and helps to enforce standard policies and procedures.  

 
 



Skills & Experience: (include generic, specific sector, people management, languages etc.) 

 Possess general understanding Project Management Software 
 Possess good proficient in all Microsoft software 
 AutoCAD experience desirable 
 Strong Commercial Awareness 
 Ability to lead and develop staff 
 Proven track record within the industry 

 

 

Educational Qualifications:  

Minimum academic level 
required: 

 

Ideal academic level preferred:  

Professional Qualifications:  

Mobility Requirements: (requirement for national/international travel, overseas assignments) 

 Must hold clean, valid driving licence. 

 Flexible and able to travel occasionally.   

 

Additional Specifications / Comments: 

  
This job description is not intended to be an exhaustive list of duties to be performed by the 
employee. This job description may be altered to reflect the business needs of the 
company. 

 
 

 


