	Job Element
	Detail



	Job Title


	Commercial Manager 

	Reporting To


	 Directors

	Department/Location


	Prudhoe Head Office / Various Sites (As required)

	Main Purpose 


	Commercial Management of all Contract Works


	Office, typical work activities


	Submission of all Contract Claims, valuations and Invoices.
Review of Contract Terms and Conditions
Management of Costing & Sun Accounts System & sales invoicing.
Analysis of Cash Book and updating costs 

Production of WIP and Debtors list for Accounts – issue to head of finance.
Assessing and payment of Subcontractor invoices/valuations, liaising with Contracts Managers & Accounts department. 
Management / Operation of the CIS Scheme – Including subcontractor verification and submission of returns using the HMRC online reporting system.
Maintenance and recording of subcontract payments.
Liaising with the board of directors and the senior Management Team to provide overview of contract valuations and commercial reports as required.
Management of Assistant QS.

	On site, typical work activities


	Attendance at site meetings and site visits 
Dialogue with Clients and Customer

	Other Duties/Skills


	Carry out duties in a safe and efficient manner
In addition to the duties, which this job normally entails, the employee may from time to time be required to undertake additional or other duties as necessary to meet the needs of the Employer’s business including duties within the Thompson Group.


