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Assistant Capital Projects Manager

	Department:
	Capital – Estates and Facilities 

	Grade/ Salary:
	Grade 5, £34,925 – £39,297 per annum 

	Contract Type:
	Permanent 

	Hours:
	35 per week (Full Time)

	Location:
	New Cross, London




Goldsmiths

Goldsmiths, University of London is a world-leading centre of educational excellence where ground-breaking research meets innovative teaching and thinking. We're looking for inspiring and talented people to help build on our global reputation while also growing personally in a true learning organisation.

As a college we are working to tackle inequality in all its forms and are working to promote equality on grounds of race, disability, age, sex, gender identity, sexual orientation, religion and belief, marriage and civil partnership, pregnancy and maternity, and caring responsibilities. We are keen to attract candidates from diverse backgrounds who share our commitment to creating an inclusive culture in which all students and staff can thrive.

[bookmark: _Hlk96941835]Information for candidates with disabilities can be found on our Disability & Individual needs page. We are happy to supply information in alternative formats for disabled applicants. Please contact hr-recruitment@gold.ac.uk to make your request.




Department of Estates and Facilities – Capital Planning

The Estates and Facilities department at Goldsmiths University of London is responsible for the management and development of the university's physical estate, ensuring that the campus environment meets the needs of students, staff, and visitors. Our team oversees everything from routine maintenance and operations to large-scale capital projects, including new constructions, refurbishments, and infrastructure improvements. We are committed to sustainability, innovation, and the continuous enhancement of our campus to support the university's academic and strategic goals.
For more information about the Estates and Facilities department, please visit https://goldsmithscollege.sharepoint.com/sites/intranet-estates-facilities/
 Job description

Reporting to: 		Head of Capital Projects

Summary:
The Assistant Capital Projects Manager will support the Head of Capital Projects in delivering Goldsmiths' capital expenditure (CAPEX) programme, taking direct responsibility for the delivery of allocated small-value capital and minor works projects, and providing project management support to the Head of Capital Projects on larger and more complex schemes across the College's diverse estate, which includes a Grade II Listed main building and a portfolio of operational academic, residential and ancillary properties.
The post holder will be expected to operate with proportionate autonomy within delegated authority, leading the day-to-day procurement, contract administration, stakeholder engagement and on-site coordination of their allocated projects under the direction of the Head of Capital Projects, and supporting the Head of Capital Projects on the wider Capital programme. The role is suited to an experienced project professional with a sound technical grounding in built environment delivery who is looking to develop their capital project management experience within a dynamic Higher Education estate.

Main duties:
· Project delivery: Take responsibility, under the direction of the Head of Capital Projects, for the planning, procurement, delivery and close-out of allocated capital and minor works projects, typically up to £250k in value, ensuring projects are delivered to scope, programme, budget and quality, and in compliance with all relevant legislation and College standards.
· Programme support: Provide project management support to the Head of Capital Projects on larger and more complex schemes within the wider Capital programme, including refurbishment, fire safety, MEP, structural and infrastructure projects, taking the lead on discrete workstreams as delegated.
· Procurement and tendering: Run procurement processes for allocated projects in accordance with the Procurement Act 2023, College Financial Regulations and applicable framework agreements; prepare invitations to tender, specifications and quality questionnaires; analyse returns; and prepare recommendation reports for review and approval by the Head of Capital Projects.
· Contract administration: Administer construction contracts (typically JCT and NEC forms) on allocated projects under the direction of the Head of Capital Projects, including the issue of instructions, valuation of work, certification of payments within delegated authority, management of variations, and overseeing defects rectification through to final account.
· CDM and health and safety: Support the discharge of the College's duties under the Construction (Design and Management) Regulations 2015, including the preparation of F10 notifications, the appointment and performance management of Principal Designers and Principal Contractors on allocated projects, review of pre-construction information and construction phase plans, and monitoring of site health and safety performance.
· Consultant and contractor management: Brief, instruct and monitor external design teams, cost consultants and specialist contractors appointed to allocated projects, ensuring deliverables are technically sound, commercially competitive and aligned with the College's requirements.
· Stakeholder engagement: Act as the operational point of contact for academic departments, professional services colleagues, residents and external stakeholders on allocated projects, managing user requirements, decant logistics and operational impact, and communicating progress, risks and issues clearly and proactively.
· Documentation and reporting: Prepare and maintain a full suite of project documentation including business cases, scopes of works, design briefs, programme schedules, cost reports, risk registers and progress reports; produce papers and updates for the Head of Capital Projects, Director of Estates and Facilities and relevant boards and committees as required.
· Risk and financial management: Identify, assess and escalate project risks across cost, programme, quality, safety and reputation; monitor project expenditure against approved budgets; produce monthly cost reports for the Head of Capital Projects; and ensure that variations and additional costs are properly authorised and recorded.
· Statutory and regulatory compliance: Ensure that all allocated projects comply with the Building Regulations, fire safety legislation including the Regulatory Reform (Fire Safety) Order 2005 and the Fire Safety (England) Regulations 2022, listed building consent and planning requirements, accessibility standards, and the College's sustainability and net zero commitments.
· Continuous improvement: Contribute to the ongoing development of the Capital team's processes, tools, templates and standards, sharing lessons learned and supporting the embedding of best practice across the project lifecycle.
· Deputising and team support: Support the Head of Capital Projects on operational matters as required, including representing the Capital function in internal meetings where delegated, supporting the wider Estates and Facilities Directorate, and providing technical support to junior colleagues.
· General duties: Undertake any other duties as may reasonably be required commensurate with the grade and role; ensure alignment with Goldsmiths' Regulations, Strategy and Objectives, including its commitment to advancing equality and diversity; and at all times help maintain a safe working environment by participating in training as necessary and following Goldsmiths' Health and Safety Codes of Practice and Policy.

Person Specification

Detailed below are the types of qualifications, experience, skills, and knowledge which are required of the post holder. Selection will be made upon evidence of best fit with these criteria.

The Essential criteria sections show the minimum essential requirements for the post, therefore if you cannot demonstrate in your application, you meet the essential criteria categorised below, you will not be invited to interview.

The Desirable criteria sections show additional attributes which would enable the applicant to perform the role more effectively with little or no training. 




The Category column indicates the method of assessment:

	A = Application form 		C = Certificate
	I = Interview	   R = Reference
	T = Test	   P = Presentation
	
	Category

	Essential Criteria 1 – Qualifications
	

	Evidence of working knowledge of the Construction (Design and Management) Regulations 2015 (e.g. CITB CDM Awareness, IOSH Managing Safely or equivalent training).
	A, C, I

	Desirable Criteria 1 – Qualifications
	

	Educated to degree level (or equivalent HND/HNC plus demonstrable progression) in a built environment discipline such as Construction Management, Building Surveying, Quantity Surveying, Building Services Engineering, Architecture or Civil Engineering.
	A, C

	A recognised project management qualification (e.g. APM PMQ, PRINCE2 Practitioner) or willingness to obtain such a qualification within 12 months of appointment.
	A, C

	Membership of, or active progression towards membership of, a relevant professional body (CIOB, RICS, APM, CIBSE, ICE or RIBA).
	A, C

	SMSTS or SSSTS site safety qualification.
	A, C

	NEBOSH General Certificate or equivalent.
	A, C

	Essential Criteria 2 – Experience
	

	Demonstrable practical construction knowledge spanning building fabric, mechanical and electrical services (MEP) and finishes, with the ability to read and interpret technical drawings and specifications, interrogate contractor proposals and identify scope gaps and commercial risk.
	A, I

	Experience of developing and delivering capital and refurbishment construction projects from inception through to completion within a complex live operational environment, including scoping, design development, cost planning, on-site delivery and close-out.
	A, I

	Experience of construction procurement, including the preparation of tender documentation, the running of competitive tender processes within a regulated public sector or framework environment, the analysis of returns and the preparation of recommendation reports for approval.
	A, I, P

	Experience of administering construction contracts under standard industry forms (JCT and/or NEC), including the issue of instructions, certification of payments, management of variations and final account.
	A, I

	Experience of appointing, briefing and managing external consultants and specialist contractors, monitoring performance and securing demonstrable value for money.
	A, I

	Experience of producing project documentation including business cases, scopes of works, programme schedules, cost reports and risk registers.
	A, I

	Experience of engaging credibly with senior stakeholders, including the ability to communicate complex technical and commercial issues to non-technical audiences.
	A, I

	Desirable Criteria 2 – Experience
	

	Experience of capital project delivery within Higher Education, the NHS or another complex public sector estate.
	A, I

	Experience of delivering projects in listed, heritage or operationally constrained buildings.
	A, I

	Experience of fire safety, mechanical, electrical, plumbing or compliance-driven works.
	A, I

	Experience of supporting capital programmes within a multi-project portfolio.
	A, I

	Essential Criteria 3 – Knowledge
	

	Sound working knowledge of the Construction (Design and Management) Regulations 2015 and the duties of the Client and Principal Designer.
	A, I

	Working knowledge of the Building Regulations, fire safety legislation including the Regulatory Reform (Fire Safety) Order 2005 and Fire Safety (England) Regulations 2022, and other statutory compliance requirements relevant to operational estates.
	A, I

	Understanding of public sector procurement principles and frameworks (Procurement Act 2023, university and public sector framework agreements).
	A, I

	Working knowledge of construction health and safety legislation and best practice on operational sites.
	A, I

	Desirable Criteria 3 – Knowledge
	

	Knowledge of listed building consent and heritage planning constraints.
	A, I

	Familiarity with project management software (MS Project, Asta Powerproject) and an awareness of BIM principles.
	A, I

	Awareness of sustainability and net zero requirements in the built environment, including PAS 2080 and the higher education sector's decarbonisation agenda.
	A, I

	Essential Criteria 4 – Skills
	

	Strong project management skills with the ability to plan, schedule, monitor and deliver multiple concurrent projects to time, budget, quality and scope.
	A, I, P

	Numerate, with the ability to construct and interrogate cost plans, budgets and contractor valuations, and to identify scope gaps in commercial submissions.
	A, I, T

	Excellent written communication skills, including the ability to draft technical specifications, contract documents, board-level papers and stakeholder briefings to a high standard with minimal editing.
	A, I

	Strong interpersonal and influencing skills, with the ability to build credible working relationships with academic staff, senior leaders, consultants and contractors.
	A, I

	Sound judgement and the ability to take and own decisions independently within delegated authority, escalating appropriately.
	A, I

	Proficient in the Microsoft Office suite (Word, Excel, Outlook, Teams) and in standard project management tools.
	A, I

	Desirable Criteria 4 – Skills
	

	Ability to support the Head of Capital Projects on operational matters and to represent the Capital function in internal forums where delegated.
	A, I

	Skills in chairing project meetings and facilitating design and risk workshops with multidisciplinary teams.
	A, I

	Essential Criteria 5 – Personal Attributes
	

	Self-starting and proactive, with the resilience to operate effectively in a dynamic environment with competing priorities.
	A, I

	Commitment to safe working, equality, diversity and inclusion, and sustainability, and to upholding the values of Goldsmiths, University of London.
	A, I



[bookmark: _Hlk96941029]Please also note that where qualifications are required, employment is conditional on the verification of them. Qualifications (must be original documents) will be checked on or before the first day of appointment.


Version 2 – May 2026
Summary of Benefits

If you choose to work with us, you’ll become part of a learning organisation that is committed to professional and personal development, with comprehensive and innovative staff development and wellbeing programmes.

You’ll also have access to frequent lunchtime and evening talks, seminars and performances, and annual performance and development reviews.

Our other benefits include:

· Competitive salary
· Working in Zone 2, with fantastic transport links and interest free travel to work loans
· Excellent annual leave entitlement plus additional closure days at Christmas and Easter
· Membership of USS or LPFA pension scheme, dependent upon grade
· Maternity, paternity, shared parental leave and adoption leave and pay 
· Contractual sick pay provision
· Access to an Employee Assistance Programme, offering 24/7/365 confidential and free advice, support, and information service on a range of personal, family, or work-related matters. 
· Free eye tests
· Cycle to work scheme
· Wellbeing initiatives including the Chaplaincy and Staff Choir
· On-site dining facilities 
· Access to University of London facilities such as Senate House Library
· Membership of Staff Diversity Networks: (Dis)Ability, Goldsmiths Race Equality Group, LGBTQ+, Menopause, Parents and Carers, Women at Goldsmiths. (Staff are also encouraged to join networks as Allies should they wish to do so rather than as members)

Further information
 
For more information about Goldsmiths, please visit: www.gold.ac.uk/about

Thank you for your interest in working with us, we wish you all the best with your application. 

[image: A black background with three colourful squares that display an Athena Swan Bronze Award, a Disability Confident employer badge and a Stonewall Silver Award Badge.]
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