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JOB DESCRIPTION – Information Coordinator 
	JOB TITLE
	Information Coordinator
	REPORTS TO
	Digital Construction Lead

	DIRECTORATE
	Assets
	LOCATION
	North

	DATE
	Aug 2025
	GRADE
	?

	


	PURPOSE
	To manage and control the flow of all project and asset information within the Northumbrian Water Group (NWG) Common Data Environment (CDE) in accordance with ISO 19650 series (Parts 1-6) and NWG's established Information Management Standards. This pivotal role is responsible for upholding the integrity, quality, and compliance of all information containers (including documents, models, and data), providing robust administrative support for CDE workflows, and maintaining accurate information registers and audit trails to support the successful delivery of NWG’s capital programme and asset management objectives.

	
	


	ACCOUNTABILITIES
	· Administer the project CDE (Autodesk Construction Cloud - ACC), managing user access, roles, and permissions for internal and external project team members in line with established security and information management protocols (ISO 19650-5).
· Perform rigorous quality control checks on all information containers submitted to the CDE, verifying compliance with NWG's standardised naming conventions, metadata requirements, and status codes as defined in the Information Management Standards.
· Manage and facilitate formal CDE workflows, including the routing of information for review, comment, and approval, ensuring that all actions are completed by the required participants within agreed timescales.
· Process and manage the formal transmittal of information to and from external parties, ensuring a complete and auditable record of all information exchanges is maintained within the CDE.
· Maintain and update key project information registers within the CDE (e.g., drawing register, document register, information deliverables register), providing a single, reliable source of truth on the status of project information.
· Act as a primary point of contact and support for project teams and supply chain partners, providing guidance on correct CDE procedures, information submission standards, and resolving routine access or process-related queries.
· Generate and distribute regular and ad-hoc reports from the CDE on information compliance, workflow performance (e.g., overdue reviews), and the overall status of project information deliverables to support project management.
· Liaise closely with BIM Coordinators to understand the specific requirements for model-based deliverables and ensure their managed exchange aligns with overall information management procedures.
· Support the Senior BIM Manager by ensuring all programme and standards documentation (e.g., BEPs, IM Standards, guidance notes) is correctly versioned, stored, and disseminated to relevant stakeholders via the CDE or other approved repositories.
· Assist in the compilation and quality checking of information packages for key project stage gates and for the final handover from the Project Information Model (PIM) to the Asset Information Model (AIM).
· Uphold information security and confidentiality by diligently applying defined access controls and reporting any potential breaches or anomalies.
· Ensure health and safety information containers (ISO 19650-6) are managed with the appropriate level of care, visibility, and control as defined in NWG's procedures.

	
	


	EXPERIENCE & EDUCATION
	· Demonstrable experience in a document control or information management role within a project-based environment, preferably in construction, engineering, or a related regulated industry.
· Hands-on experience administering and using a cloud-based Common Data Environment (CDE) or Electronic Document Management System (EDMS), with direct experience of Autodesk Construction Cloud (ACC) being highly advantageous.
· A strong, practical understanding of document and information control principles, including versioning, status codes, transmittals, and managing review workflows.
· Excellent organisational and time-management skills, with a proven ability to manage multiple project information streams concurrently.
· A meticulous attention to detail and a commitment to accuracy in data and documentation.
· Proficient in the use of standard office productivity software (e.g., Microsoft Office Suite, particularly Excel).
· Strong verbal and written communication skills, with the ability to clearly explain processes and requirements to a diverse range of users.
· GCSEs in English and Maths (or equivalent) are essential. A relevant vocational qualification in business administration or information management is desirable.
Desirable Skills 
· Familiarity with the principles and terminology of the ISO 19650 series and the CDE workflow (Work In Progress, Shared, Published).
· Experience in the water/utilities sector.
· Experience in quality checking information containers beyond traditional documents, such as BIM models or data files.
· Ability to generate customised reports and dashboards from a CDE or EDMS.
· Experience in providing guidance or informal training to others on system usage.

	
	


	LEADERSHIP
	· Act as a consistent champion for good information management practice, politely but firmly guiding project teams and suppliers to adhere to established standards and CDE protocols.
· Demonstrate ownership of information quality at a project level, taking pride in maintaining a well-ordered and compliant CDE environment.
· Proactively identify and suggest improvements to CDE workflows and information management procedures to enhance efficiency and user experience.
· Provide clear, patient, and effective guidance to new or inexperienced CDE users, helping to build their confidence and competency.
· Lead by example in maintaining a high standard of accuracy, organisation, and attention to detail in all personal work outputs.
· Build trusted relationships with internal project teams and external supply chain counterparts, becoming a reliable point of contact for all information coordination matters.
· Collaborate effectively with the wider Digital Engineering team (Senior BIM Manager, BIM Coordinators) to present a unified and supportive front to the business.

	
	


	DELIVERABLE OUTPUTS
	· A well-administered and secure project CDE with correctly managed user permissions and folder structures.
· Fully maintained and accurate project information registers (e.g., for documents, drawings, models) that provide a reliable status of all key deliverables.
· Regularly issued information status and compliance reports to project management and the Senior BIM Manager, highlighting progress and any areas of concern.
· Complete and auditable records of all formal information exchanges, including transmittals and review cycles, stored within the CDE.
· Quality-assured information handover packages for project stage gates and final asset information handover, checked for compliance against NWG standards.
· An up-to-date repository of programme and standards documentation, correctly versioned and accessible to authorised users.
· Effective resolution of day-to-day user queries and issues related to CDE processes, contributing to smooth project information flow.


	
	


	BEHAVIOURS
	· A highly organised and methodical worker who can manage multiple tasks and maintain focus under pressure.
· A proactive team player focused on providing excellent service and support to project teams and partners.
· A diligent and conscientious individual with an unwavering commitment to information quality and accuracy.
· A confident and professional communicator who is comfortable enforcing established processes and standards in a constructive manner.
· A strong focus on health and safety in all personal activities and in the handling of related information.
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