
SURVEY SOLUTIONS GROUP  
 

TRAINEE PROJECT COORDINATOR  
 

Job Description and Person Specification 

Location: Eastwood Link Business Park, Nottingham 

Salary: Salary will be commensurate with skills and experience 

-------- 

The Role  

As part of our exciting growth plans, we are now recruiting for an organised and proactive Trainee 
Project Coordinator to provide vital support to our nationwide Survey Managers. Based in our 
Nottingham office, you will play an important role assisting the coordination and planning of both 
operational and non-operational activities for our national survey teams to ensure the smooth 
delivery of our projects. Full training will be provided and no previous experience in a similar role is 
necessary. 

About Us 

Survey Solutions is one of the UK’s leading chartered surveyors specialising in land, measured 
building and underground utility surveys as well as monitoring and site engineering schemes. 

We have a network of offices across the UK with over 100 surveyors and engineers working on some 
of the UK’s major construction and infrastructure developments. 

Key Responsibilities  

 Scheduling surveying teams to ensure projects are coordinated effectively 
 Agreeing access arrangements to client sites  
 Assisting with the coordination of operational resources, including allocation of equipment, 

staff and vehicles 
 Producing risk and method assessment and other relevant project documentation  
 Maintaining and updating accurate information onto the company CRM system  
 Resolving queries on the phone and via email  
 Responding to project enquiries and liaising with clients directly  
 Providing ad hoc administrative support for the Survey Managers  
 Providing assistance where possible for designs using AutoCAD 

The Person  

 Previous administrative or customer service experience is desirable  
 Excellent planning and organisation skills with high attention to detail  
 Professional and strong communication skills (verbal and written) 
 Strong IT skills and competent using Microsoft Office applications  
 Excellent customer service skills  
 Able to prioritise workload and work within deadlines  
 Ability to work proactively on their own and as a part of a wider team  
 A minimum of 5 GCSE qualifications or equivalent at Grade C or above 
 Previous experience or knowledge of Surveying or the Construction Industry would be 

advantageous but is not essential for the role.  
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What Survey Solutions can offer you: 

 A fantastic opportunity in an entry-level role to start a career as a Project Coordinator and 
be an integral part of a successful growing company 

 A competitive salary package and a wide range of employee benefits 
 Full training and ongoing support  

This is a full-time role working Monday to Friday from 08:00- 4:30pm, although extra hours may 
sometimes be required.  

To find out more or to apply for the role, please email Lauren Bailey (recruitment@survey-
solutions.co.uk) including a copy of your CV and a cover letter setting out why you are interested in 
this position. Please provide your current or previous salary details. 

Survey Solutions is an equal opportunities employer. If you require any reasonable adjustments for 
the recruitment process, please contact us directly.  
 

CLOSING DATE: THURSDAY 21ST JANUARY 2021 

STRICTLY NO AGENCIES 


