
 

 

Graduate Project Surveyors 
Cambridge, Chelmsford and Norwich 
Starting salary £22,000 - £25,000 plus non-contributory  

pension and generous benefits package 

 

About Oxbury 

Oxbury is a professional private practice of Chartered Surveyors, established in 1989 and 

incorporated as a Limited Company in 2003.  We operate from our Norwich Head Office, and 
Branch Offices in Cambridge and Chelmsford. The Company acts for Clients throughout the East 
and South East of England, providing the full range of Quantity Surveying and Project 

Management functions, from the inception of projects to their completion.   
 

From its inception the Company has been involved largely with public sector development – with 
an established heritage in delivering affordable housing in its many forms, as well as related 
mixed-use developments (medical centres, retail units and the like) – for a wide client base of 

Housing Associations and District and County Councils operating within the Region. New-build 
and refurbishment contracts range in size from £50,000.00 to over £30M in value and often form 

a part of larger developments or phased projects. 
 
Capitalising on continued growth within the industry, coupled with the Company’s own expansion, 

we also deal with an increasing number of commercial projects, including in the private 
residential, education, office/commercial, sports & leisure, fit-out, industrial and manufacturing 

sectors.   
 
You can find out more about the Company at www.oxbury.co.uk   

 
About the jobs 

We currently have vacancies for graduate Quantity Surveyors, to work as Project Surveyors / 
Employers Agents.  There are three roles available:  One at Stow Cum Quy, Cambridge (just off 

the A14 outside Cambridge); one at Springfield Lyons Approach, Chelmsford; and one at St 
Andrews Business Park, Norwich (just off the A47) 
 

You will be responsible for supporting the day-to-day management of a number of projects, 
working with both the residential and commercial teams.  This includes responsibility for project 

delivery, achieving targets, resolving issues with clients and invoicing.  Some of the main tasks 
are: 

• Providing informal, early advice on the financial and general viability of potential schemes. 
• Preparing Cost estimates and Cost plans, with the relevant executive summary and 

commentary.  Complying with the New Rules of Measurement 1 and our in-house 

measurement and estimating software CostX. 
• Providing Contract/Procurement advice and administration, advising clients on the various 

forms of procurement and contract available, discussing the pros and cons of each and 
helping the client to choose the best route for their project. 

• Drafting Employer's Requirements/Preliminary/Tender Documents – Including PQQ’s and 

shortlisting contractors (including interviews). 
• The preparation of tender enquiry documentation and contract documentation of all types, 

including the negotiation of tenders and contract terms, as and when appropriate.  
Analysing tenders and preparing Tender reports for Clients. 

• Advising and identifying value engineering opportunities both pre and post tender, to 

ensure the client obtains best value in their contract sum.  This extends to identifying 
opportunities post-contract. 

• Carrying out on site valuations with the main contractor and issuing recommendation for 
payment to Contract Administrator/Employers Agent. 

http://www.oxbury.co.uk/
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• Agreeing costs for variations with the main contractor, for the purposes of final account 

agreement and cost reporting.  Keep the client up to date on any cost risks identified. 
• Cost reporting, using standard Oxbury templates, issued on a monthly basis to the client.  

Incorporating instructed and anticipated changes and commentary of risks and cashflow. 
• From time to time fulfilling post-contract Contract Administrator duties. 
• Agree final account with main contractor in timely manner, keep client informed of progress 

and likely outcome.  Issue final account statement for signature by all parties. 
• Managing the acquisition of planning permission and arranging for site surveys, ground 

investigations and utilities enquiries. 
• The co-ordination of projects pre-contract, including chairing project meetings and 

preparing development programmes. 

• The post-contract administration of Design and Build Contracts, as Employer’s Agent, 
including the chairing of meetings, minute taking, preparing project reports and cost 

reports for the client, preparing and recommending payment of Interim Applications, 
monitoring progress and construction, dealing with matters arising under the Contract and 
issuing appropriate instructions and the settlement of final accounts. 

• Negotiating and administering Development Agreements for the delivery of “Section 106” 
Developer-led affordable housing, including the chairing of meetings, minute taking, 

preparing project reports and cost reports for the client, preparing and recommending 
payment of Interim Applications, monitoring progress and construction, dealing with 

matters arising under the Contract and issuing appropriate instructions and the settlement 
of final accounts. 

 

You will work as part of a team with appropriate administrative support.  Reporting to an 
Associate Director you will also have technical and specialist support from a Senior Project 

Surveyor when required. 
 

 

About You 
 
For your application to be successful you must be able to meet all the essential requirements 

listed below.  The strongest applications will also be able to show that they meet some of the 
desirable requirements for the role. 

 

 

 

Criteria Essential Requirements Desirable Requirements 

 

Qualifications 

 

Quantity Surveying Degree (or 
due to graduate in 2018) 
 

 
 

 

Current CSCS card holder (we will provide 
you with training and exam if you currently 
don’t have a CSCS card). 

 
 

Experience / 

Knowledge 

Have completed or nearing 

completion of Quantity Surveying 
Degree. 

Quantity Surveying work experience during 

Degree course. 
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Main terms and conditions of employment 
 

Working hours: 
The role is full-time, working 37.5 hours a week.   

 
Salary: 
Base salary will be in the region of £22,000 - £25,000 pa depending on experience.  Roles in 

Chelmsford and Cambridge receive an additional 10% location allowance.   
 

Training: 
Oxbury will provide financial and practical support for you to achieve your MRICS status through 
completion of the APC.  Following which support will be given to ensure the required levels of 

Continuous Professional Development are maintained. 
 

Pension: 
Oxbury operates a non-contributory pension scheme for which you will be eligible.  Under the 
current scheme the Company will contribute 9% of basic salary.  You may make additional 

individual contributions (including via salary sacrifice) at your discretion. 
 

Holidays: 

Skills and 
aptitudes 

Capable of working 
autonomously and managing own 

time to meet deadlines and 
targets. 

 
Client focused. 
 

Professional demeanor. 
 

Confident verbal communication 
and diplomacy in a variety of 
situations. 

 
Computer literate. 

 

Actively involved in local property related 
events and continuous professional 

development. 

Other 

Requirements 

Capable of moving around a 

construction site (eg rough / 
muddy ground, climbing ladders, 
stepping over low walls etc) 

 
Valid UK driving licence. 

 
Committed to ongoing 
professional training and 

development. 
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English Bank Holidays plus 25 working days per year.  After 5 years completed service with the 

Firm you will accrue an additional 2 days holiday per annum. 
 

Flexible working: 
Oxbury supports flexible working and offers all staff some flexibility over working times and 
working patterns. 

 
Statutory Sick Pay: 

Statutory sick pay will be ‘topped-up’ to full salary for a period of 13 weeks in total in any period 
of 52 consecutive weeks. 
 

Equal Opportunities: 
The Firm has a clear Equal Opportunities policy and opposes all forms of unlawful and unfair 

discrimination. 

 
 

 
 

 
How to apply 
 

If you are interested in applying, please send your CV with a covering letter showing how you 
meet the essential requirements of the role to: 
 

Mrs Steph Pain 
HR & Practice Manager 

Oxbury Chartered Surveyors 
St Thomas House, 14 Central Avenue 
St Andrews Business Park 

Norwich 
NR7 0HR 

 
Or by email to:  stephpain@oxbury.co.uk  
 

For an informal discussion, or if you have any questions about the roles, please email Steph Pain 
as above or phone on 01603 707929.  

mailto:stephpain@oxbury.co.uk

