Title:

Reporting to:

Responsibilities:

Organisation:

Duties include:

Job Description
Engineering Test Manager
Head of Technical Services

To manage a safe and successful department. Meet financial budgets and targets,
as well as following all QA and other SRL procedures. Provide good technical
advice and give customers good service.

To keep all staff motivated and developing to realise their potential.

To help develop the company as a whole, by recommending and implementing
agreed changes to services and systems.

Head of Technical Services

l

Engineering Test Manager

v
v v

Laboratories External Testers

Being responsible for all Health and Safety Requirements within your department and
see your staff also comply with H&S requirements.

Creating a working environment in which staff can achieve their targets.
Overseeing the quality of work done by those in your office and checking that client
needs are met and all company procedures are followed.

Recruitment, motivation, training, performance reviews and maintaining discipline
under your control.

Organising the workload of your department and preparing income/turnover forecasts
on a weekly basis.

Advising staff of the progress of the company.

Assisting with annual budgeting and monitoring turnover performance and costs of
your office against budget, taking corrective action as required.

Seeing that timesheet and project cost information is sent to accounts on time, and
that office invoicing minimises work in progress.

Making recommendations to the management team for office expenditure and
changes to services and company systems.

Looking at future personnel requirements as well as monitoring and maintaining
adequate levels of contract income.

Taking the role of the ‘Senior Representative’ of SRL, where appropriate.
Managing and working on projects as required, following SRL business and QA
procedures.

Balancing effort on all tasks within job role to achieve optimum output.
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Job Description

» Developing yourself within this role, setting targets and evaluating your progress
against all relevant targets.

» Developing and maintaining relationships with clients.

» Preparing proposals

» Making presentations to prospective clients.

Decision making Authority:
Sphere of authority without reference upwards:
» Agreed expenditure to achieve business goals and budget.

Key areas not to act without advice:
» Personnel issues, including recruitment, promotion, etc.
» Changing existing procedures.
» Capital expenditure.
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