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ROUNDHOUSE BUILD PROJECT MANAGER
JOB DESCRIPTION 
	Job title
	Roundhouse Project Manager

	Responsible to
	The Curator and, through the Curator, to the Board of Gairloch & District Heritage Company Ltd.

	Contract
	Fixed-term, 12 months, with the possibility of extension subject to additional funding.

	Hours
	Average 2 days / 14 hours per week across the month. Hours will be flexible to respond to meetings, site activity and key construction stages; a record of hours worked should be kept.

	Salary
	£12,360 over the 12-month contract. 

	Start date
	As soon as possible.

	Location
	Gairloch Museum, IV21 2BH, will be the project base. Remote or hybrid working can be agreed during the technical design, Building Warrant and pre-construction phase. From the start of groundworks and live construction in 2027, on-site presence in Gairloch will be required.


PROJECT CONTEXT
Gairloch Museum is developing a full-scale, archaeologically informed reconstruction of an Iron Age roundhouse within the Outdoor Museum. The project is now moving from co-design into Building Warrant work, led by ARC Architects and Narro Engineers, with input from craftspeople and archaeologists.
The indicative programme then moves through site access and ground preparation, stone masonry, turf construction, timber structure, heather thatching and the earth floor, alongside materials sourcing, traditional skills training, school and community activity, film and interpretation. The completed roundhouse is planned to open in February 2028. The Project Manager will coordinate these interdependent strands and ensure that programme, budget, contracts, funder requirements, site logistics and project records remain under active control. 
JOB PURPOSE
To manage the day-to-day delivery of the Gairloch Museum Roundhouse Project, working closely with the Curator, architects, engineer, craftspeople, advisers, Museum staff and volunteers. The postholder will maintain oversight of the project budget and programme, prepare and administer craft and contractor appointments, coordinate the transition from design and Building Warrant into construction, monitor risks and contractual delivery, and support the Museum to meet its funder, skills, community and heritage outcomes.


JOB PROFILE
The job profile of responsibilities and key tasks provides an outline of the main aspects of the role, though should be seen as a flexible working document, adapted as circumstances change and opportunities arise.
	Responsibilities
	Key Tasks

	1. To plan and coordinate overall project delivery
	· Maintain the project programme, action log and key milestones, coordinating information and actions across the Curator, Arc Architects, engineer, craftspeople and other project partners.
· Support the Building Warrant and pre-construction phase by coordinating craft responses, material and programme information, unresolved decisions and site requirements, and ensure changes with cost, programme, archaeological or maintenance implications are recorded and escalated.
· Plan around dependencies, seasonal material-sourcing windows, craft availability, weather and site constraints, keeping the Curator and relevant Museum groups informed of progress and decisions required.
· Ensure compliance with funder requirements, planning permission and building warrant. 

	2. To manage the project budget and financial control
	· Maintain a live project budget, cash-flow and forecast, recording expenditure against approved budget lines and funders.
· Monitor affordability, identify pressures early and support value-engineering.
· Check invoices and payment claims against agreed contracts and progress, maintain records of variations and contingencies, and provide financial information for funder claims and reports.

	3. To prepare and administer contracts and procurement
	· Prepare draft Stage 2 contracts / written appointments for specialist craftspeople and other contractors.
· Monitor whether contractual duties are being carried out, follow up omissions or delays, and maintain the complete procurement, insurance, variation and contract record.

	4. To coordinate materials, site logistics and live construction
	· Maintain a sourcing and delivery plan for stone, turf, timber, hazel, heather, earth and other materials, working with craftspeople on quality, quantity, permissions, seasonal lead times, transport and storage.
· Coordinate pre-construction requirements including site access, landowner permissions, the road crossing / dropped kerb issue, groundworks planning, temporary works, storage and site set-up.
· From commencement of groundworks, coordinate day-to-day site logistics and sequencing across the craft packages, minimising delays and clashes between construction, volunteers, schools, visitors, filming and other Museum activity.

	5. To manage project risk, health and safety coordination and quality
	· Maintain and review the project risk register.
· Work within the agreed CDM and site-management arrangements, liaising with the appointed Principal Designer, Principal Contractor and other dutyholders as applicable; 
· Ensure required risk assessments, method statements, insurance records, inductions and site information are in place.
· Procure PPE and equipment. 

	6. To maintain reporting, records and project handover
	· Maintain project records covering programme, budget, decisions, contracts, procurement, materials, site records, permissions, risks, funder evidence and key correspondence, and provide progress updates to the Curator, Board and funders as required.
· Coordinate with the filmmaker and interpretation team so that important material-sourcing and construction stages, decisions and learning are documented.
· If further funding is secured, support continuity through completion and opening.




PERSON SPECIFICATION 
 
	KNOWLEDGE / EXPERIENCE 
	Essential 
	Desirable

	Proven project management or coordination experience, ideally in heritage, construction, or community projects

	√
	

	Experience of working with contractors and suppliers


	√
	

	Knowledge of heritage sector funding and reporting requirements
	
	√

	A track record of working with, developing and motivating volunteers 
	√
	

	Understanding of traditional building skills and community engagement
	√
	



	SKILLS
	Essential 
	Desirable

	Self-motivated, with strong planning and organisational skills 

	√
	

	Able to work to tight deadlines and to react positively to change and uncertainty

	√
	

	Good team worker, with excellent interpersonal skills 
	√
	

	Excellent communication skills

	√
	

	Desire and ability to work in a rural environment and community context
	√
	



APPLICATIONS
If you require further information about the advertised position or would like to visit Gairloch Museum with a view to applying, please email curator@gairlochmuseum.org.
Your application should include a covering letter outlining your experience and suitability for the post, CV and the details of two referees. It should be submitted by email to: secretary@gairlochmuseum.org
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Supported by Historic Environment Scotland, Museums Galleries Scotland Museum Futures Innovation Fund,
The National Lottery Heritage Fund thanks to National Lottery players, and funding from the Scottish Government,
administered by The Highland Council Community Regeneration Fund.





