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Working in partnership with our clients, we deliver major projects and programmes with skill and precision, by focusing on
outcomes and driving high performance.

Delivering innovative solutions and exceptional outcomes across our sectors, we drive the success of our client’s projects
and programmes through effective planning, highly skilled teams, and rigorous controls.

Our capabilities include asset management, controls and performance, cost and commercial management, digital,
procurement and supply chain, programme advisory, project management and sustainability. Backed by our extensive
experience, we focus on outcomes to transform client’s projects and programmes.

With over 133 offices across 47 countries, we are an organisation of over GBP 1.5 billion turnover and 12,000+ talented team
members across the world. In 2025, we are combining with CBRE’s Project Management business to create the premier,
differentiated programme, project, and cost management capability globally. Through this change, our profile in Asia will
scale significantly, comprising a team of over 4000 staff across all major countries in region. The combination of our
programme management and project management and commercial management capabilities will provide a unique
opportunity to do things for our clients.

HE

ISATVRNEDR— R F—2vTDEE, RREZERL. BVWNRT7+—IVRERRTZI & TARELATOS V7 b
TOTSLEAXIVEREEE > TRELES,

EFNLAY ) 1—YaveglLERREH S INBTICIREL. MRNATI V=V, BERRAFVEFOF—L, B
HBEEEEHEZBLT, 7547 b07AY 27 N 7O7SAERMICEEZET,

TEYRMNIZIAYN A MO—L&NRT4—T VR, JRAMKAT—VVILIRIAV N, TOYI, BEKTTS5A
Fr—v, FATSLTRRAAHFY)— FTAVIIRIRIAV N, HRFFEYFT4RE, SEIERLFICHBLTWL
9. EEARRBRICEIEINZRREEZERL, /71470700 MO L5EELET,

B (I FA47NEICIIBULD A 7 1 REFE, 15ERKY ROFTLEEE12,000 AL LOBRERF—L XAV /N—%5T 551
BTY, 2025%F(Cid. CBRED 7OV IV MY RIAVNEEEHBAL., ZEMbInAREOTOS S L, OV
JRANTRIAY MEANEZWMBAMICTRELET, ZOZEICLY, PUVTICETH2LHOMEBEIEKIBICIERL, 7Y
THEO TR TDEEETE,000ANE2BZI BRI Y JTHERINDZEICRYET, TOVSAL-IRIUXAVEN FOVT
IR -RRIAVE, A= v - IRIAYV NDBENEHAFEDEDRIET, V547V MIAZ— I REEEIRET
LZENTEET,

Job Description

As a Document Controller/Project Administrator you will be responsible for maintaining organized and updated documents
using a digital construction platform. You will ensure the document control strategy is followed by the project team. You will
also be responsible to drive and support the day-to-day digital platform adoption to ensure the stakeholders are using the
different feature efficiently.

1. Act as a ‘Champion’ and drive the day-to-day user’s platform adoption
2. Ensure the document control strategy is implemented and correctly followed by the key stakeholders
3. Review, maintain and control project documents and assure quality control

In addition to these primary activities the Document Controller may be asked to assist with the following activities:

1. Document Management:
o Develop and oversee a robust folder structure tailored to construction project needs.
o Copy, scan, and store documents within Procore.
o Ensure documents are easily accessible and properly organized within the platform.

2. Access Management:
o Manage permissions (view/edit) for both internal and external stakeholders.
o Ensure teams can access shared files effortlessly, managing file access seamlessly within Procore.

3. Document Control and Process Optimization :
o Implement and manage document control processes within Procore, ensuring timely updates and version
control.
o Establish a feedback collection system to refine training materials and Standard Operating Procedures (SOPs)
based on team input and industry standards.
o Conduct regular reviews of SOPs to ensure alignment with evolving technologies and company goals.

4. Coordination with Teams:
o Collaborate closely with architects, engineers, and construction professionals to align document management
with project requirements.
o Ensure all documents meet compliance and quality assurance standards relevant to the construction industry.

5. Compliance and Security:
o Ensure document storage complies with laws and regulations.
- Maintain confidentiality regarding sensitive documents.
o Securely back up and store documents within Procore.

6. Additional Responsibilities:
o Create templates for use by other personnel within Procore.
= Monitor regulatory activity to maintain compliance with records and document management laws.
o Assist with communication during external audits
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Required Skills

Administration skills

Attention to detail.

Able to work and communicate well with others

Interest to learn and configure digital construction platform
Flexible and open to change

Bilingual Japanese/English

RFaxybh-avbO—3—&LT TYVILBRTSY NI+ —LEFEST, BESNARHORF 1AV ME#FT
ZEAEESTWEEZEY, TAVI I M F—LOXETBEERICH > TWI I EE2RALET, i BRESMRAR
HEEEMENICHERATES LD, BXOTIVINTIy b7 r—LBAEHEL, Y R— M 2EFOEL>TVLEESE
ER

FrYEFVELT, BADI—Y—DTSy b7+ —LFRAE#ET 3,

XESTEHRIERSN., TERTFBBEHREISELIR>TVWDR I EEHERT 2.

TOYVIIMRFa AV MDOLE21—, #fF BEATV., REETEAFRIET %,

INSOERERICINAT, RFaXy b A MO—F—EUTOEHEOTIEERDODONBZZENDHY ET -

1 XEEE :

s BROVIVMNDZ—XICEDLEEREAT $ I SEELREEL. BEET 3,
e« RFaxvboar— RF+v, 7OATAHTORE,
o« TSY NI A—LADXEICRRICT I/ EATE, BEYICEEBINTWEI & EHET S,

27V EREE :

o HAANDOEREOT 7V RER (BE HE) 2EET 5,
e ProcoreRTI7 7 AIVT IV ERAEY—LLRIZEEBL, F—LDPHBI7MIVICRBICT IVERATZESZLIICT 3,

3XEEHE 7O ADREL

o ProcoreITXEEE O AZEA - BEL., 91 LY —REHFEN—Ua VvEBERRT 5,

o« 74— RNYIIRESZATLEBIIL, F—LOBRVEREEICESWTI ML —Z Vv /ERPIZEEBFIEE
(SOP) #ETY %,

o SOPOEHMALREL ZTV. EILT 2RFMPEXBEEE DESHAHERT 5,

4F—LEDFE :

« BER IVYZT. BREMAREEFBICHAL. XEEEE2 OV FEFICAEDE S,
o« TRTDOXENERERICEETZ2AVISAT7VABLIVRBRIIELEAEB L TWS I EEHRT 5.

5747 VARe&teFa) T4

o XEDREMNERPRENCKENLTWD I EEHRET B,
o« MEXEOHRBRE
o« 7OOT7AHATXEERRBIINY I Ty T L. RET S,

6.2 DDEE

o ProcoreRCEDIBYEANFRT 2T 7L — bDEMR.
o FOE% - XEBEZOETEMIET 0. REFEBEERT 2,
o AMEBRROII2=r—Y a3 v,

ZAF) - B
Y -FEIN

BEE)

MEADER

hEEDAI2=r—vaVvaMBICITASDA

FOINAVANS I av TS5y M7+ —L%BR2Y, RETZIEICHELH D
EHELHY ., BEEEZITANDZENTES

BEEARA YV AN

Qualifications

« A degree in the architectural or construction equivalent

« A minimum of 5+ years professional experience in one of the following fields: management consulting, business
management, and project management or information technology

« Knowledge of document control processes and systems on projects and knowledge of the interface management with
vendors

« Knowledge of engineering documents and approval processes within projects

« Working knowledge and experience in different types of filing systems and good communication and interpersonal
skills

« Computer skills MS Office, Word, Excel, Outlook, Microsoft Teams/SharePoint, Procore, BIM360

« Good understanding of business improvement approaches including business process re-engineering, system
development, change management and other relevant techniques.
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« Excellent written and verbal communication skills in both Japanese and English
« Enthusiastic, ability to work autonomously and strong problem solving skills.
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Join our social media conversations for more information about Turner & Townsend and our exciting future projects:
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