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Assistant Project Manager
Dept: Engineering & PMO
Reports to: Head of PMO
Location: Poole, UK

About Rivencore
Originally founded in 1915, Rivencore Global Solutions is a key Defence supplier with a reputation for excellence, dedicated to advancing global naval technology through innovative engineering and precision manufacturing.
Our capabilities span advanced protection and enclosures, maritime sensors and shipboard systems, navigation, lighting, and visual landing aids – all designed to perform in the world’s most demanding environments providing environmental awareness, pilot assistance and other naval applications.
We supply products that are in use in over 50 countries, often destined for continuous use where Mission-critical operation is essential. Our team deliver cradle-to-grave support including installation, commissioning, training and repair and by working closely with global navies and commercial shipbuilders, design and produce cutting-edge solutions that enhance operational efficiency and safety at sea.
As an employer we believe our people are the foundation of our success; their skill, commitment and curiosity drive everything we achieve. That’s why we offer competitive salary structures, internal growth and training opportunities and awards as well as a huge range of benefits – our staff retention speaks for itself. 


	
	

	Role
overview:
	The Project Administrator provides administrative and coordination support to the PMO and Project Managers, contributing to the effective planning, control, and reporting of projects. The role focuses on maintaining accurate project information, supporting governance processes, and ensuring timely preparation of documentation and reports in line with organisational and regulatory requirements.

	Specific Job Responsibilities:
	· Support Project Managers during project start-up, delivery, and close-out activities in accordance with the Delivery Gate Model 
· Assist with the preparation and maintenance of core project documentation, including project plans, schedules, risk and issue logs, action logs, and change records 
· Compile and maintain accurate contract- and project-specific records, ensuring version control and compliance with governance requirements 
· Arrange and support project meetings, including agenda preparation, minute-taking
· and tracking actions to completion 
· Support cost and schedule tracking activities by collating data and assisting with monthly reporting and forecasts 
· Prepare standard project reports for internal and external stakeholders 
· Support the development and continuous improvement of standard PMO templates and reporting tools 
· Coordinate inputs from cross-functional teams to ensure timely provision of project information 

	General Responsibilities
	· Provide day-to-day administrative support across assigned projects and the wider PMO 
· Support effective communication between Project Managers, functional teams, and stakeholders 
· Maintain configuration control and accurate document registers throughout the project lifecycle 
· Respond to project-related information requests and ensure queries are directed appropriately Occasional UK travel and flexible working hours may be required to support project activities 
· Assist with monitoring progress against project plans and highlight issues or discrepancies to the Project Manager 
· Support audit preparation and collation of project evidence as required 
· Ensure Health & Safety documentation related to projects is maintained in line with company requirements
· Respond to project-related information requests and ensure queries are directed appropriately.

Occasional UK travel and flexible working hours may be required to support project activities


	Personal Attributes
	· Organised with strong attention to detail 
· Proactive and reliable with the ability to manage multiple tasks 
· Confident working within structured and regulated environments 
· Clear and professional written and verbal communication skills 
· Collaborative and supportive team member 
· Calm and methodical when working to deadline

	Knowledge and Experience
	· Experience in a project support, project coordination, or administrative role (desirable) 
· Understanding of basic project lifecycle concepts, documentation, and controls 
· Experience in maintaining records, registers, and reports 
· Proficient in Microsoft Office applications, particularly Excel, Word, and PowerPoint Experience in Engineering, Manufacturing, or regulated environments is desirable


	Education and Qualifications
	· A-levels or equivalent experience 
· APM Project Fundamentals Qualification (PFQ) or Degree level Studies. 
· Willingness to develop further Project Management knowledge through APM aligned training and qualification. 
· Ability to obtain BPSS
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