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Job Description – Building Manager 

 
 

Employer: Mike Wye & Associates Ltd. 
 

Place of employment: Buckland Filleigh Sawmills, Buckland Filleigh, Devon EX21 5RN 
 
Background:  Building contractors specialising in traditional and ecological building 

and decorating products. Materials are supplied by the sales and 
manufacturing division of the company. 

 
Remuneration: £34,320 p.a. Paid monthly in arrears. Company vehicle provided. 
  35 days annual leave including bank holidays. 
 
Main Duties – Conservation Projects, Consultancy and Training Courses 
 

1. To help with the smooth running of site projects by liaising with clients, liaising with site in 
organising personnel, materials, contractors etc. 

2. To ensure CDM compliance and organise risk assessments for all in-house site work 
3. To advise on current Building Regulations and how they affect all operations of the 

Company. 
4. To undertake site consultancy work regarding repairs, contractor disputes etc. 
5. To prepare quotations, estimates and tenders for site work. 
6. To prepare invoices for site works based upon the contracts and site timesheets, delivery 

notes, supplier invoices etc. 
7. To monitor performance and profitability of site operations. 
8. To liaise with the Deputy Manager regarding site personnel matters including compliance 

with CDM and health and safety regulations, training, performance, disciplinary 
measures etc. 

9. To run the Company's in-house training courses on the use of lime materials in traditional 
building and lime plastering. 

 
Daily tasks include: 

1. Site visits to prepare quotations and estimates for potential new projects 
2. Site visits for consultancy work 
3. Site visits to existing sites to expedite materials, monitor progress, liaise with clients 
4. Updates to site costs as appropriate, collating timesheets received, purchase orders 

 
 
Personal qualities and skills required: 

1. Commitment to the success of the firm and the satisfaction of its customers 
2. Keen interest in traditional and sustainable construction 
3. Conscientious approach to all tasks, however minor 
4. Numeracy, literacy and computer literacy 
5. Ability to work both unsupervised and as a team member 
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