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Please provide details of key contact information and hiring company details
	1) Client & Contact


	Client / Hiring Organisation
	<Company legal name>

	Client sector
	<e.g. Pharmaceutical, Nuclear, Defense, Power>

	Client type
	<e.g. End Client, EPCM / Tier 1 Contractor / Design Contractor / Construction contractor>

	Primary Contact (name, role)
	<Name>  <Job Title>

	Email 
	<email@domain.com> 

	Phone
	<+44…>

	Business Address
	<Business office address >



For 1 role please fill out table in section 2, for multiple vacancy recruitment please fill skip section 2 and fill out section 3 & 4
	2) Role/s Overview 


	Job Title
	<e.g., Quantity Surveyor / Programme manager / Project Controls Manager>

	Number of Projects 
	

	Brief Description of Project Scope (If classified Project this can be left blank)
	

	Project Stage
	<E.g. Concept / FEED / Detailed Design / Construction / Commissioning>

	Project Sanction 
	<Has budget been secured for the roles? / Letter of intention received? / Contract award? / Bid submission stage?>

	Contract Duration
	< e.g 6 month / 12 month  >

	Contract type
	<On-site / Hybrid / Remote>    

	Project Location(s)
	<City, Country  |  % travel/site visits>

	Hours of work
	<e.g 40 hours>

	Office or site opening hours
	<Flexible / Fixed opening hours>

	Urgency & Hiring Timeline
	<Target start date, interview windows, deadlines>












For multiple vacancies please fill out below sections 3 & 4. Inserts more rows if necessary
	3) Multiple Vacancies 



	Job Titles
	Qty of each role
	Contract Type
	Project Location(s)
	Hours of Work
	Budget Approved
	Budget range (Per hour)
	Priority (1-highest, 5 – lowest)
	Target Start

	<e.g., Quantity Surveyor / Programme manager / Project Controls Manager>
	<1>
	<On-site / Hybrid / Remote>    
	<City, Country  |  % travel/site visits>
	<E.g. 40>
	<Yes / No has budget for role been sanctioned>
	<e.g. £50 - £75>
	<1>
	<6th January 2020>

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	














	4) Brief Description of Project Scope 


	




Please fill this in where possible can be refined after initial meeting

	6) Assignment Specification
	

	Core Responsibilities (Top 5)
	1) …  
2) …  
3) …  
4) …  
5) …

	Must‑Have Technical Skills
	<e.g., Primavera P6, NEC4>

	Accreditation 
	<APM Membership, Prince2 Etc>

	Nice‑to‑Have Skills
	<e.g. ISO21500, Visual Basic>

	Qualifications 
	<e.g., BEng/MEng, CEng, CSCS, CSR>

	Clearance
	<e.g BPSS, SC>

	Industry Experience
	<e.g., Rail, Oil & Gas, Pharma, Defence, Automotive, Energy>

	Tools / Software 
	<SAP, Primavera, EcoSys, Smartsheet, Microsoft Project, Aconex etc>



	7) Candidate Profile & Screening


	Top Candidate Personas
	<Examples of backgrounds that fit>

	Deal‑Breakers (must not have)
	<e.g., no design verification exp, no right to work>

	Background Checks
	<References, DBS, security, medical>















Please use the below box to give any additional information that may be relevant
	9) Final Notes & additional Information 


	

























Acknowledgement & Consents
Processing for this enquiry relies on pre-contract/legitimate interest. We require the below consent to process your enquiry and store it on our computer systems. Please tick 
☐ Authority to proceed – I confirm I am authorised to provide these details on behalf of my organisation for the purposes described above.
☐ Preferred contact – Email ☐ Phone ☐ Both ☐
Name: ___________________________
Role/Company: ___________________________
Signature:___________________________
Date: ____ / ____ / ______
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