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Description automatically generated]JOB DESCRIPTION
PROJECT ADMINISTRATOR


	Position:
	Project Administrator

	Reports to:
	General Manager

	Substitute(s):
	Project Manager(s)

	Persons Responsible for:
	All Employees and Subcontractors

	Company Overview:

	Aventus Energy is a leading Energy & Infrastructure company providing innovative solutions to the energy sector. We are dedicated to delivering complex projects with precision and expertise, contributing to the global shift towards sustainable energy. At Aventus Energy, we value integrity, collaboration, and a forward-thinking approach in everything we do.

	Position Overview:

	The Project Administrator will provide essential administrative and coordination support to the project management team, ensuring smooth project execution. This role requires a highly organised and detail-oriented professional who can manage documentation, track project progress, and assist with communication between teams and stakeholders. 

The Project Administrator will be key in ensuring efficient project workflows, compliance with industry regulations, and timely delivery of project milestones.

This position is ideal for individuals who excel in administrative support, organisation, and multitasking within a fast-paced project environment.

	Key Responsibilities:

	
Project Administration & Coordination:
· Provide day‑to‑day administrative support to Project Managers and Project Teams
· Support the project team by handling administrative tasks, scheduling meetings, and maintaining project records.
· Maintain accurate and up‑to‑date project records, documentation, and trackers
· Support project reporting, schedules, and information flow across teams
· Assist with onboarding, inductions, and site or project documentation as required
· Collating Job Specific Timesheets
· Storing Completed / Signed Timesheets in Job Specific Folders
· Raising Purchase Orders for Materials, Consumables and Transport
· General Administration
· Maintain / Ordering Office Stationery 
Document Control & Compliance:
· Maintain and organise all project-related documents, ensuring compliance with company policies and industry regulations.
· Assist with version control of project documentation, including drawings, contracts, and reports.
· Ensure that all project records are accurately filed and easily accessible for audits and reference.

Procurement & Logistics Support: 
· Assist procurement teams by tracking purchase orders, invoices, and supplier deliveries.
· Coordinate with logistics teams to schedule and monitor the delivery of materials and equipment.
· Support inventory management and ensure timely procurement of project resources.

Communication & Support: 
· Act as a liaison between project teams, clients, suppliers, and subcontractors to facilitate clear communication.
· Respond to inquiries and requests for information from internal and external stakeholders.
· Prepare and circulate internal project communications, ensuring key updates are shared with relevant teams.





	Financial & Budget Support:
· Process invoices, purchase orders, and other financial documentation related to project costs.
· Work with finance teams to ensure accurate and timely payment processing.

Risk Management and Problem Solving:
· Identify and escalate project risks or administrative challenges to the appropriate team members.
· Support risk mitigation efforts by ensuring accurate documentation and timely resolution of project issues.
· Maintain confidentiality and handle sensitive project information with discretion.

	Qualifications / Requirements / Experience: 

	
Experience:
· 1-3 years of experience in an administrative or project support role, preferably within the EPCI, energy, construction, or infrastructure sectors.
· Equivalent work experience in a project administration role within the energy or construction sector is advantageous.
· Familiarity with industry standards and best practices in project administration.

Technical Skills:
· Proficiency in day-to-day software (e.g. Microsoft office application including MS Outlook, MS Excel and MS Word or similar tools).
· Understanding of project life-cycle stages, providing coordination and administrative support throughout. 
· Experience with document control systems, and procurement platforms.
· Proactive and self-motivated with a strong work ethic.
· High attention to detail and commitment to accuracy.

Soft Skills:
· Strong organisational and time-management skills, with the ability to handle multiple priorities.
· Excellent verbal and written communication skills for stakeholder engagement.
· Attention to detail with a strong focus on accuracy and compliance.
· Ability to work independently and within a team in a fast-paced, deadline-driven environment.
· Adaptable and able to manage multiple tasks in a dynamic environment.
· A team player who thrives in collaborative settings.


	HSEQ:

	
· All employees have a responsibility for ensuring their own health and safety and that of their colleagues
· Co-operate with Company requirements to ensure that statutory duties are met
· Do not interfere with or misuse anything supplied for health and safety
· Only use equipment and substance where trained to correctly do so
· Identify and take any obvious corrective actions to resolve non-conformances and prevent loss in your 
· immediate area, reporting any hazards to HSEQ Team/Line Manager 
· Promote the implementation and continuous improvement of the Quality Aspects of the management  
· system.
· Support the Company’s environmental stance by following all environmental procedures and policies and assist with the reduction of waste, energy usage and emissions.





	Aventus Core Values:

	
We expect you to maintain and drive our core values:

· Knowledge 
· Discovery
· Success
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