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Projects Manager 
 

                                                                     
Reporting Relationships 
 
The Projects Manager will be responsible to Alasdair Flint, Managing Director.   
Administration of the job role will be undertaken by Ben Lyle, Finance Director.  The 
Project Manager will work closely with Jay Furnival, Warehouse Manager, Barry 
Hudson, Rigging Manager, Gary Cross, Workshop Technician and the Hires, Marketing 
and Customer Services departments.   
 
Overall Purpose 
 
To take charge of projects (some of which may be in-house) for the company including 
installations and inspections, trade shows and building works co-ordinating with third 
parties as necessary.    
To give technical advice to customers and train staff in specific areas.  To undertake 
occasional client visits. 
 
Key Duties 
 

 To assist clients and staff with technical enquiries via email, letter, phone and in 

person 

 To plan with senior management and the marketing department the realisation of 

the annual trade show schedule and present budgets and staffing requirements.  

 To design, build or commission trade show stands within allocated budgets 

 To organise and attend trade shows, demonstrations and launches as required 

 To draft a stock list in collaboration with the purchasing department and to 

oversee the transfer and return of stock 

 To organise and deliver technical presentations and other related events as 

required 

 To undertake client visits to demonstrate new products and services and receive 

customer feedback 

 To assist warehouse staff with product identification of specialist equipment 

 To continually improve skills and knowledge in specialist areas and to attend 

training as required 

 To participate in stocktaking duties  

 To carry out product research for the purposes of product development as 

required 

 Devise and deliver training sessions on technical subjects as required by 

management for the benefit of co workers  
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 To drive the company’s vehicles as required  

 

Project Management Key Duties 
 

 Discussing with clients how the company can assist them, agreeing requirements 

and timescales. Draw up quotations, liaising with other departments as required  

 To arrange meetings with clients to discuss their requirements 

 Drawing up detailed plans and schedules for each stage of the project as 

required 

 To carry out and draw up risk assessments and method statements 

 To engage and manage sub-contractors as required 

 To control budgets for required works  

 Deliver projects to the satisfaction of all stakeholders 

 
 
Other Duties 
 

 To inform management of any health & safety problems 

 To suggest any improvements or ideas that would be of benefit to the company 

 To act in the best interest of the company at all times 
 
 
Location  
 
The position will be based at the company’s warehouse in Deptford, south-east London, 
but attendance will required at events and projects elsewhere, some of which may be 
some distance away.   Travel expenses will be reimbursed.  A daily allowance is also 
payable for work involving at least one overnight stay.    
 
Pay & Benefits 
 
A salary in the range of £30,000 to £32,000 pa is offered, depending on experience.    
The company will pay four weeks holiday per calendar year, on a pro-rata basis in the 
first calendar year.   After a full year’s service an extra day’s holiday is allowed per year 
thereafter up to a maximum of five additional days. The company will pay statutory sick 
pay in the first twelve months’ of employment and then a maximum of ten days full sick 
pay in any twelve month period.   The company has an Auto Enrollment Pension 
Scheme. 
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Working Hours 
 

The basic working week will be 40 hours between the hours of 0700 and 2100 Monday 
to Friday.      Time off in lieu will be offered for weekend or bank holiday work,    
 
Person Specification 
 
Experience in technical theatre is essential especially in relation to tab tracks, rigging 
equipment and PPE. The successful candidate will be diligent, methodical and an 
effective communicator, confident in dealing with customers with different levels of 
experience and across a range of industries.   Qualifications, either formal or through 
practical experience, in project management, rigging and splicing, and working at height 
would be an advantage. These may include qualifications or training from the LEEA, 
IPAF, PASMA or the ABTT, or similar, although training will be provided as necessary 
for the right candidate.  A driving licence is essential and a counter-balance FLT ticket 
would also be useful.   
 
Above all you should be approachable and enthusiastic, ready to join a small hard-
working team in a senior role at an expanding company at a very exciting time in its’ 
development. 
 
Company Profile   

Established in 1981 to provide the theatre industry with a single source for specialist 
theatre hardware and paints, Flints cater for Stage Managers, Production Managers, 
Workshop Managers, Scenic Artists, Engineers, Carpenters, Painters and Propmakers.  

Flints are the major supplier of theatrical goods in the UK. Our buying power allows us 
to pass on excellent value to our customers and our unrivalled experience ensures that 
the products we stock are perfectly suited to the industry. In recent years we have 
expanded our client base to include schools and colleges, shop display, museums, the 
film, television and marine industries.   In 2009 Flints achieved ISO9001 registration 
reinforcing our commitment to quality and to a process of continual improvement in our 
business practices. 

As our client base has expanded so has the company’s operations which moved to a 
new larger distribution warehouse in Deptford in 2013. 
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