GA QS Preparing your Resumé for Workplace Writing
Ursula Canton, LDC


Taking Stock of the Material in your Diaries
· Activities, e.g. ‘creating plant and labour rates within the bill of quantities’

· Specific projects, e.g. ‘Dalian house tender put through’

· Outcomes, e.g. ‘the tender we didn’t get’

· Attitudes towards the work done, e.g. ‘felt quite difficult and frustrating’

Example

Activities
Specific projects
Outcomes
attitudes
	Day & Date
	Nature of Professional Work Carried Out


	Monday
8 October 2018 
	· Attend University

	Tuesday

9 October  

2018 

 
	· Action all emails and tender correspondence. 

· Heather Row HVAC tender – Analyse the tender technical questions, determine and record how the questions should be answered and what information is required to answer them in full. 

· Viewhill Phase 2 External Cladding Sub Contract – Analyse and evaluate the tender returns, check for errors, carry out tender clarification with the lowest tenderer. Produce the sub contract tender report detailing a full record of the tender process and recommend the best tender for acceptance; slightly uncertain how to check whether the tender really is realistic; need to check what checks are necessary to comply with rule to choose lowest, but avoid problems with potential extra work needed later….
· Viewhill Phase 2 Internal walls  Main Contract – Prepare a copy of all tender documentation for handover to the contracts manager and surveyor. 


	Wednesday
10 October 2018 
	· Action all emails and tender correspondence. 
· Heather Row HVAC Tender – Carry out tender estimating functions creating labour, plant and material rates within the bill of quantities; tried to incorporate guidelines from cost studies and compare them to company guidelines
· Viewhill Phase 2 Internal Walls Main Contract - Carry out tender handover meeting with the contract management highlighting by way of a detailed verbal breakdown the main points of the contract including any specific conditions imposed by the client and handing over a copy of all tender documentation; wondered how effective the verbal breakdown was
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(RICS. 2015. Assessment of Professional Competence. Quantity Surveying and Construction. London: RICS HQ)
Examples:


	· Action all emails and tender correspondence. 

· Heather Row HVAC tender – Analyse the tender technical questions, determine and record how the questions should be answered and what information is required to answer them in full. 

· Viewhill Phase 2 External Cladding Sub Contract – Analyse and evaluate the tender returns, check for errors, carry out tender clarification with the lowest tenderer. Produce the sub contract tender report detailing a full record of the tender process and recommend the best tender for acceptance; slightly uncertain how to check whether the tender really is realistic; need to check what checks are necessary to comply with rule to choose lowest, but avoid problems with potential extra work needed later….
· Viewhill Phase 2 Internal walls  Main Contract – Prepare a copy of all tender documentation for handover to the contracts manager and surveyor. 



[image: image2.png]Wil o4 o Normal
T o | i oot R Mg e

E & cut TimesNewRom * 12+ A A" | Aa- | B =
N
P romstpater B 4 U7 e X X w-A- TNoSpaci.. Headingl Heading2  Title Subtitle  Subtle Em.. Emphasis IntenseE..  Strong Quote
Gipbosrd . Font % syes
Navigation - x &
Search Document P e
FIEIE >
i document does not
Contain headings.
To create navigation tabs, Competence: Tendering
este hescings inyour
document by 3pphing
Heading Syes
. determine and record how the questions shouldbe
and what information is required to answer them in full. (9/10; HVAC in Heather
Row)
Preparea copy of all tender documentation for handoverto the contracts manager and
surveyor. (9/10 Viewhill)
with
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