
 

Project Coordinator 
 

Reports to:   Project Manager 

Department:   Product Development 

Location:   Luton 

 

We are looking for an enthusiastic individual to join our Product Development Team. This role would suit 

someone who enjoys completing and updating all documentation for our growing range of products as well 

as following up on actions to ensure products are ready to go to market in line with project plans.  The ideal 

candidate is very organised, has an eye for detail, ensuring documentation is correct, and thrives in a 

friendly fast paced environment.  

 

The Role 

Reporting to the Project Manager, you will initially be integral to the implementation of the new UKCA 

accreditation standard.  This will require liaison with external and internal stakeholders and will draw upon 

your attention to detail, record keeping skills and sound IT proficiency. 

Further to this, you will be involved in the coordination of multiple, concurrent New Product Introduction 

projects as Europa expands its product range.  You will assist with the drawing up of business cases and 

contribute to the production of project management plans.  Being organised and able to multi-task, you will 

help drive those plans forward via communication with other departments and detailed reporting across 

the business, all underpinned by good risk and issue management. 

 

Key Responsibilities 

• Working closely with the Project Manager to bring new products to market 

• Generation of project documentation 

• Generation of product documentation 

• Data management and record keeping 

• Liaison with internal and external stakeholders 

• Continuous development and improvement of processes 

 

 

 



 

Skills & Experience 

 

Essential 

• Attention to detail 

• Proactive, organised, and flexible 

• Diligent and able to multi-task 

• Willing to learn 

• Good time management 

• Self-motivated, and able to work on own initiative; enthusiastic with ‘can do’ attitude 

• Comfortable working independently and in a team, managing changing requirements and priorities 

• Excellent written and verbal communication skills 

• Competent in Microsoft Programmes (Outlook, Word, Excel) 

 

Beneficial:  

• Experience with MRP/ ERP 

• Adobe Creative Suite 

• Analytical, with reporting experience 

• Project Management experience  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Benefits 

• Holidays 

o 23 days paid holiday plus National Holidays 

o After 3 full calendar years, an additional day is issued to a maximum of 30 days 

o The option to purchase an additional 3 days, with payments taken directly from the 

salary over the period of the remaining months of the year 

• Bonuses 

o Monthly Sales bonus scheme when set targets are achieved 

o Yearly profit share bonus scheme when set targets are achieved 

• Pension 

o Company contributes 5%, employees 3%.  With access to a Financial Advisor 

• Private Health Care 

o With the ability to add family members at reduced rates 

• Life Insurance 

o 3 x annual salary 

• Company discount scheme 

• Free onsite parking 

 

A bit more about us…. 

At Europa we encourage a learning culture and support those who are keen to learn, take on additional 

responsibilities and explore career development opportunities. You will have the opportunity to work for a 

progressive company that believes in employee engagement through training, promotion, and our core set 

of values - honesty, respect, can-do attitude, forward thinking and fearless. 

Formed in 1974, Europa is a well-established distributor of electrical products supplying wholesalers, major 

catalogue companies and other mainline distributors across the whole of the UK. Our continual investment 

in products, people and systems allows us to provide an exemplary level of customer service, and industry 

leading technical support to an ever-expanding range of quality products and bespoke customer solutions 

which we build in Luton. 

 

 


