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‘Currie & Brown is one of the leading and most experienced 

construction cost management companies.’ 

JOB DESCRIPTION

Post: Project Assistant
Main purpose of job:  Provides administrative support to the Project Manager and the Construction Manager. Maintain the document control registers.
Principle duties: 

· Provide administrative support (word & excel) for the production of documents,
· General filing of project documents
· Maintain the project drawings files up to date
· Maintain the document control registers up to date
· Maintain the queries register up to date
· Provide technical assistance on occasional basis
Job Profile: We are looking for candidates with the following profile:

· Interest in construction / architecture and attention to detail

· A Degree in an engineering discipline would be an advantage 
· Preferably Fluent in English (oral & written)

· Previous working experience in construction & civil or services
· Organised & rigorous
Salary: To be negociated
Location & Contract duration: Paris based for 4 months
HR Contact:  If you are interested, please send your Resume and Cover Letter to

Isabelle HATTAB: isabelle.hattab@curriebrown.com (Tel: +33.1.55.04.74.12)
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