[image: C:\Users\hawkjo\Desktop\Brand Toolkit\Logo_Primary logo_RGB.jpg]Job Description
Chief Financial Officer



[image: C:\Users\hawkjo\Desktop\Brand Toolkit\Logo_Primary logo_RGB.jpg]Job Description
Project Assistant





	
This job description outlines the purpose, key responsibilities, measures of success, values and professional behaviours and skills required for success within the role. It also describes the key measures of success of the role and provides focus for recruitment, development, career planning, performance management and remuneration initiatives.

	


	Position Title:
	I
	Project Assistant

	Location:
	I
	Bowhill, South Australia

	Current as of:
	I
	May 26

	Reports to:
	I
	General Manager - Quality

	Key Relationships:
	I
	Project, Production & Quality Teams

	

	
Purpose


	· Together we thrive

	
Mission


	· We transform communities & our people, by optimising & building structures that matter

	
Core Values


	· We do what we say we are going to do

	· We get things done, together

	· We work smarter

	· We help our clients win

	
Core Competencies


	· Smarter together - optimization specialists in large, welded components

	· Win Before you Start - cost with certainty

	· Complexity done excellently - systems and process, refinement

	· Committed to Our Community - strengthen our region




	
Role Purpose:

The Project Assistant exists to strengthen quality, certainty and flow through production by embedding advanced digital tools into everyday workshop and project execution.
The Project Assistant supports and strengthens the QA process using leading-edge technology, including FabStation and HoloLens AR, to ensure fabrication is built right the first time and continuously verified during production. By combining real-time data, visual verification and disciplined digital systems, the role creates transparency between projects and production, reduces rework and builds confidence in a paperless QA environment. Working closely with project, production and quality teams, the role observes how work actually flows, identifies opportunities to do things smarter and helps improve the systems that support people on the floor. Through ongoing refinement of tools, processes and information flow, the role enables better decisions, stronger collaboration and continuous improvement across the business — helping Bowhill Engineering win before we start and while we’re building. 

	
KEY RESPONSIBILITIES




You have the following key areas of responsibility: 
· Digital QA Enablement
· Production Readiness & Planning Support
· Compliance & Reporting
· Continuous Improvement 






	
KEY RESPONSIBILITIES


	
RESPONSIBILITY

	
WHAT DOES GREAT LOOK LIKE
	
MEASURES OF SUCCESS (KPIS)

	Digital QA Enablement
	· Digital QA is embedded, trusted and actively used across projects and production. FabStation and HoloLens are set up correctly from the outset, QA requirements are clear and accessible, and verification happens before fabrication begins. Errors are caught early, rework is reduced and confidence in a paperless QA workflow continues to grow. The system supports the workshop, rather than slowing it down.
	· Real time data & job progress information is precise & accurate & considered “live”
· Reduction in QA related errors, omissions 
or rework


	Production Readiness & Planning Support
	· Production starts each job with clarity and certainty. Assemblies, work packs and labour expectations are clearly defined, priorities are understood and changes are communicated early. Planned versus actuals are visible and used to inform better decisions, not just report outcomes. The workshop is set up for success with minimal disruption, ambiguity or rework.
	· Visibility of production status, planned v actual tracked, reviewed & reported

	
Compliance & Reporting
	· Systems are current, relevant and genuinely useful management tools. Reporting is timely, accurate and forward-looking, with risks identified early rather than discovered late. Critical processes have clear ownership and backup, traffic lights stay predominantly green and accountability is visible across projects and systems.
	· On-time monthly updates with critical areas covered
· Green traffic lights
· Backup coverage in place for critical processes
· Reduced dependency on single individuals

	Continuous Improvement
	· The system improves month by month. Opportunities for Improvement are actively identified, documented and actioned, with measurable gains in productivity, reliability or quality. Waste, duplication and friction are steadily removed, and improvements are shared so the whole business benefits — not just one project or team.
	· Minimum one documented productivity or system improvement/month
· OFI register actively maintained and actioned




	TEAM LEADER BEHAVIOURS


	BEHAVIOUR
	WHAT THIS MEANS FOR THE ROLE

	Communication
	· Communicates proactively, clearly and effectively with team members, peers and management
· Tailors communication content, channel and style to the audience to increase understanding and acceptance
· Able to provide instructions in a manner that are easily understood

	Competent
	· Shows a level of intelligence and aptitude in order to learn quickly to get things done
· Is productive and can be relied on to complete any task
· Demonstrates an attitude of being proactive and seeking out solutions to problems

	Accountable
	· Does what’s required and leads by example
· Takes responsibility and accountability for the work and performance of others and addresses under-performance issues swiftly and effectively
· Makes firm, timely decisions, initiates action to pursue opportunities, addresses issues and prevents problems

	Courageous
	· Deals with issues and has ‘difficult’ conversations early 
· Keeps the focus on the issue not the person 
· Clarifies differing views and perspectives, finds ways to reach a resolution, unearths hidden or unstated issues and deals with them

	Problem Solving
	· Seeks the input of others to fully understand issues, and takes the time to explore problems
· Explores multiple options and formulates strategies to address problems
· Takes action and sets up systems/procedures to prevent problems recurring

	Collaboration
	· Manages effective teams to work collaboratively towards common goals
· Works across the business and with other departments within the business to work through problems
· Works collaboratively with other team members, management and others to achieve goals and ensure customers’ needs are met

	Builds High Performing Teams
	· Provides timely coaching, practical advice and specific feedback to help others succeed and grow
· Inspires staff at all levels to achieve their best
· Recognizes and rewards performance, celebrates success

	Self-Development
	· Is committed to continuous learning and self-improvement
· Can learn new skills in new and challenging situations
· Learns new information and grasps new concepts quickly and easily and is able to apply them to work





	

BOWHILL ENGINEERING CODE OF CONDUCT


	We Expect and Accept:
	We Don’t Expect or Accept:

	· Honesty
	· Dishonesty

	· Teamwork
	· Negativity

	· Respect
	· Backstabbing

	· Patience and Tolerance
	· Intimidation

	· Work life balance
	· Handballing



	
DESIRABLE REQUIREMENTS


	
QUALIFICATIONS
	

	· Current Driver’s License (manual)
· Experience in steel fabrication, construction or a related manufacturing environment.


	EXPERIENCE

	· Highly developed oral and written communication skills, interpersonal and negotiating skills.
· High level of organisational skills especially in job planning and identifying fine detail.
· Excellent time management skills
· Competent IT skills including the use of production software, MS Word, Excel & Outlook, Tekla
· Reading and understanding project requirements by deciphering consultants drawings.
· Broad Knowledge of more than one field of engineering
· Competent use of MS Project software.
· An understanding of the WHS Act & Regulations and their application


	
OPPORTUNITY FOR GROWTH
	

	· Initially contracted for 12 months for the T2DA Tunnel Segments project, this role can grow into a Production System’s Analyst
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