
 
 
 
Assistant Quantity Surveyor 

 

About us 

We love property and we love doing property well and in ways that 
enrich our communities. Our teams of property specialists include 
planners, designers, surveyors, estimators, project managers, site 
managers, trades professionals, land buyers, accountants, 
environmental and health and safety professionals and more. 

You’ll find a culture that values creativity, inspires collaboration, 
nurtures talent, develops potential and embraces diversity and 
inclusion. This really is a place where you can make a meaningful 
difference – and you’ll be supported every step of the way. 

 

 
The Role  
 
The Assistant Quantity Surveyor will provide support to commercial department and  the project teams in the commercial 
management of construction projects. You will assist in cost planning, contract administration, and financial management, 
ensuring projects are delivered on time.  

 
Procurement 

• Assist in the procurement of subcontractors, suppliers, and materials. 
• Prepare tender documents, contracts, and purchase orders. 
• Evaluate subcontractor and supplier bids, ensuring compliance with project budgets. 

 

Contract Administration 

• Support the Senior Quantity Surveyor in the preparation and administration of contracts, including JCT and 
bespoke forms. 

• Assist in managing variations, claims, and disputes in line with contractual obligations. 
• Maintain accurate records of all contract-related activities and communication. 

 

Financial Reporting 

• Prepare and assist with interim valuations, final accounts, and cost reports. 
• Prepare and review the sub-contractor applications and raise payment notices to be issued in line with the 

commercial timetable 
• Assist and ensure that cash flow forecasts and cost control mechanisms are maintained. 
• Assist and ensure that CVRs are up to date and issued monthly in line with the commercial timetable. 

 
On-site Support & Monitoring 

• Conduct site visits to assess project progress and costs. 
• Support in monitoring contractor performance and quality of work. 
• Assist in identifying and quantifying any changes to the work scope, ensuring they are properly recorded and 

valued. 
 



 
 
 
Risk & Value Management 

• Assist in identifying project risks and opportunities that could impact financial outcomes. 
• Support the implementation of value engineering practices to optimise project costs. 

 
 

 
You will have: 
 

• Studying for or achieved a Bachelor's degree or HND in Quantity Surveying, Construction Management, or a 
related field. Or has experience working within a QS department with a contractor or developer. 

• Studying towards, or interested in gaining, RICS or other relevant professional qualifications. 
• Some experience or a placement within a construction environment, particularly with a main contractor or 

developer, is desirable. 
• Familiarity with residential and commercial construction projects is an advantage. 
• Strong numerical and analytical skills. 
• Proficiency in MS Office (mainly Excel)  
• COINS experience preferred but not essential. 
• Excellent communication skills. 
• Ability to work collaboratively within a project team. 
• Strong attention to detail and an organised approach to managing tasks. 

 
 

 
 
What we offer: 

• Annual holiday allowance 26 days, increasing to 27 after 3 years and 28 after 5 years (plus bank holidays) plus a 
day off for your birthday. 

• Medical cash plan or reduced rate private medical insurance  
• Life Insurance – three times your annual salary 
• Pension Scheme – company match up to 5% 
• All company bonus scheme – 5% of basic salary 
• Plus a whole raft of other benefits available after probation  

 
 

 
If you are interested, please email Natalie Brown with your CV to n.brown@highwoodgroup.co.uk 

  

 

 

 

 

 

 

 

 

The Highwood Group is committed to promoting equal opportunities in employment. You and any job applicants will receive equal treatment 
regardless of age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, nationality, ethnic or 
national origin, religion or belief, sex or sexual orientation. We welcome all applicants and are committed to an inclusive environment for all. 
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