
 

 

 

 

 

 

 

JOB DESCRIPTION 
 

Job Title:  Head of Projects 
 

Department  Audio-Visual Department 
 

Location:  Marlow or Bristol 
 

Reporting To:  Operations Director 

 
 

 

ABOUT US 
 

Established in 1985, Internet Videocommunications has earned an international reputation for delivering 
world class Audio-Visual, Video Conferencing and Telepresence systems and services.  For 35 years our 
award-winning company has received numerous accolades for exceeding standards of excellence.  It is our 
emphasis on service quality, our attention to detail and our total commitment to our clients that has led 
Internet Videocommunications to enjoy long-term relationships with many hundreds of businesses across the 
public and private sectors. 
 
Working out of our Bristol and Marlow offices in the UK we have provided Audio-Visual, Video conferencing 
and Telepresence solutions in over 35 countries to date.  The company offers unrivalled experience and 
expertise. And, having forged strong alliances with all the leading manufacturers, we are truly independent. 
 
We pride ourselves on being at the very forefront of the Audio-Visual and Telecommunications Industry.  Our 
mission statement is to deliver best of breed Audio-Visual and Unified Communications solutions and we 
recognise that in order to achieve this, we need to invest in best in class staff.  All our team undertake 
rigorous, on-going training courses and external examinations to maintain industry knowledge and skill-sets 
that are second to none. 
 
Due to expansion and a strong order book we are hiring a Head of Projects to join our team in Bristol or 
Marlow with immediate effect. 
 

 

WHAT WE DO 
 

Internet Videocommunications provides a comprehensive portfolio of Audio-Visual, Video conference and 
Telepresence systems and services all in house.  Uniquely set up to take care of the entire end-to-end 
solution, we will manage the project from the initial consultation, system design and build, through to training 
and maintenance support.   

 

MAIN JOB PURPOSE 
 
To be responsible for the Project Managers and the Installation Engineers and to ensure all on-site works for 
every project are managed and conducted in a highly professional and organised manner to the total 
satisfaction of the client. 
 

 

DUTIES 
 

 Manage the Project Managers, to assign a Project Manager to each project and to ensure that every 
Project Manager on every project manages and completes each project in accordance with the 
Company’s project procedures. 
 



 Manage the Installation Engineers, to ensure that the necessary installation resource is allocated to 
each project and to ensure that every Installation Engineer’s work on-site is in accordance with the 
Company’s project procedures. 
 

 Establish and implement a simple reporting mechanism, for each project, that enables, quick, clear 
and accurate daily progress updates of the site works from the Lead Engineer to the Project 
Manager. 
 

 Establish and implement a simple reporting mechanism, for each project, that enables, quick, clear 
and accurate progress updates,of the site works from the Project Manager to the Head of Projects. 
 

 Chair the weekly project meeting and ensure that the minutes of each meeting are recorded by the 
Projects Administrator and emailed to the Directors no later than the next working day. 
 

 Chair a quarterly meeting with the Installation Engineers to review on-site works, to share best 
practices and to identify any changes or additions to the project process that would enable the on-
site works to be more productive and efficient. Also to ensure that the minutes of each meeting are 
recorded by the Projects Administrator and emailed to the Directors no later than the next working 
day. 
 

 Be responsible for maintaining and updating, whenever necessary, all project documentation 
including work packs, risk assessments and method statements in order that the Company is fully 
compliant at all times with legislation and client requirements. 
 

 Be responsible for the training and development of the Project Managers and Installation Engineers, 
ensuring that each member of the team has a tailored programme that is aligned with Company 
objectives. Also to ensure that each individual holds all the industry certifications, security clearances 
and health and safety qualifications, as so required by both the Company and by clients. 
 

   

 Manage subcontractors, whenever these may be required, with at least the same due diligence and 
attention as given to the Company’s Installation Engineers.    
 

 Ensure all sign-off documentation is completed, collated and then archived on the Company’s 
servers. 
 

 Meet with a selected client, at least quarterly, at the end of the project to ensure their satisfaction at 
the outcome, to review the programme of works, and any lessons learned and to build the 
relationship for further opportunities. 
 

 Project manage selected client projects as so directed by the Operations Director.    
 

 Maintain on a daily basis an up-to-date record of all activities and contact with clients and prospects 
through the Company’s CRM database. 
 

SKILLS & EXPERIENCE 

 
The successful candidate will have proven experience as detailed above and have obtained, and is using 
Prince2 or equivalent. Previous experience within the commercial AV Industry is essential.  You will be 
comfortable working on large commercial AV projects; including new builds and refurbishments, 
liaising/interfacing with building contractors as required. You will have exceptional communication skills and 
have strong organisational and people management skills.   
 

HOW TO APPLY 
 
Please forward a covering letter and up to date CV to Tanya Condon, HR Manager at Internet 
Videocommunications Limited at tcondon@internet-video.co.uk.  Closing date for applications is Monday 9th 
March 2020. 

 
 
 


