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	Role Title
	Document Controller

	Reports to
	

	Level
	

	Location
	Nationwide
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	Overview 

	Great British Nuclear (GBN) is a new government arm’s length body supporting the delivery of Britain’s energy security and net zero, making sure that we can power Britain from Britain sustainably.  It has been set up to turn nuclear ambition into reality.  
GBN’s first step was to start the technology selection process for Small Modular Reactors (SMRs) in July 2023. SMRs can potentially be quicker to deploy and less expensive to build than traditional nuclear power plants because they are smaller, have factory based modular manufacturing, and more flexible deployment options.  
GBN is aiming to deliver fast, based on a supportive and collaborative culture which values equality and diversity and creates an inclusive workplace.  It draws on deep nuclear expertise and experience both in this country and abroad.  And it can unlock billions of pounds of private and public investment from design to operation, helping to get sites ready for development, and working to grow manufacturing capacity and skills capability.  
Our activities will be driven by our values, which are: 
Trust - We prioritise safety, we act responsibly and with integrity. 
               Collaborative - We work as a team; we value diversity and expertise. 
               Challenge - We are curious and courageous in the way we think and act. 
               Care - We are thoughtful, inclusive and respectful of others.  
               Drive - We get things done and we make a difference. 
  
If you have a disability and would prefer to apply in a different format or would like us to make reasonable adjustments to enable you to apply or attend an interview, please contact us at recruitment@gbnuclear.gov.uk and we will talk to you about how we can assist. 
PLEASE NOTE THAT ALL APPLICANTS WILL REQUIRE PERMISSION FROM THEIR EXISTING LINE MANAGER TO APPLY, AND THAT ALL SECONDMENTS WILL BE UNDERTAKEN ON YOUR EXISTING SALARY/T&Cs.

	Job profile 

We are seeking an experienced Document Controller to join our team. The ideal candidate will be responsible for managing the flow of project documentation, ensuring accurate records are maintained, and providing support across various departments to ensure smooth project execution. This role is essential in maintaining the integrity and accessibility of project documents throughout their lifecycle.


	Day to day duties:
· Attend project meetings to provide support and address any issues, ensuring the effective flow of documentation throughout the project lifecycle.
· Provide training on Information Management Systems and processes to team members and stakeholders where necessary.
· Liaise with the supply chain to ensure all project-related documentation is accurate, complete, and submitted on time.
· Co-ordinate with other departments to ensure that documentation complies with their requirements for handover and project completion.
· Regularly update and maintain project documentation trackers (Information Delivery Plans), ensuring all records are current and organised.
· Report on and follow up on any outstanding documentation, ensuring deadlines are met.
· Maintain the project records system, ensuring documents are properly categorized and easily retrievable.

	Knowledge, Skills and Experience required:
· Knowledge of various Data and Information Management Systems and how to apply them effectively in a project setting.
· Skills in organising, managing, and tracking project documentation, ensuring smooth communication between departments and stakeholders.
· Previous experience in Document Control, with a solid understanding of project documentation management.
· Proficiency in MS Office tools (Word, Excel, PowerPoint, Outlook) for document creation, tracking, and reporting.
· Ability to maintain confidentiality and handle sensitive project documentation securely.
· Strong communication skills, both written and verbal, with the ability to work with a variety of team members and stakeholders.
· A proactive mindset, with excellent attention to detail to ensure accuracy in all aspects of documentation.

	Qualifications
Essential:
· Previous experience in Document Control or a similar role within a project-based environment.
· Knowledge of Data and Information Management Systems and their implementation in project settings.
· Proficiency in MS Office (Word, Excel, PowerPoint, Outlook).
Desirable:
· Familiarity with configuration management and version control principles within a project environment.
· Knowledge of security markings/classification in relation to document management.
· Desire for personal development, to gain experience of new tools and develop new ways of working to improve project delivery.







OFFICIAL

OFFICIAL

2OFFICIAL


image1.png
»

T

GREA

NUCLE




