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	Role
	Regional Compliance & People Coordinator 

	Tier
	Coordinator/Support 

	Job Family
	Central Services

	Reports to
	Global Mobility Manager & People & Culture Partner

	Location(s)
	Finland


	
Role Purpose 
This is a varied and hands-on role providing operational, HR and compliance support to the project and central services team. A key role in ensuring that employees, subcontractors and visitors are efficiently mobilised, compliant with local requirements and fully supported throughout the project lifecycle.
We are looking for someone who is organised, proactive, ideally fluent in Finnish and English, and has an excellent understanding of local working practices and HR processes.

Key Responsibilities
Global Mobility:
· Coordinate the mobilisation of employees and subcontractors travelling to Finland, ensuring a smooth and efficient onboarding process.
· Support the GM Manager with visa, work permit, residency and right-to-work processes where applicable.
· Coordinate accommodation, transport and local orientation.
· Ensure compliance with Finnish site access requirements, employment legislation and statutory obligations.
· Liaise with local authorities, clients and compliance providers where necessary.
· Maintain accurate records of personnel documentation and compliance status.
· Coordinate and manage site access requirements for all personnel.
· Maintain site personnel registers and access records.


People & Culture Support:
· Support the P&C Business Partner with on-site HR administration for new starters.
· Assist employees with relocation and settling into the local area.
· Arrange and monitor project inductions and onboarding activities.
· Ensure mandatory training, certifications and documentation are completed before site access.
· Act as the first point of contact for general employee queries.
· Support employee welfare initiatives throughout the project in alignment with Central Services
	
Ad Hoc:
· Support our Finland partner, Amesto with any ad hoc requests
· Provide translation and interpretation support where required.

Qualifications, Skills & Experience
· Strong written and verbal communication skills 
· Proficient in Microsoft Office (Word, Excel, Outlook PowerPoint and Teams).
· Ideally fluent in Finnish and English (written and spoken).
· HR experience


Personal Attributes
· Excellent written and verbal communication skills 
· Professional and approachable.
· Highly organised with excellent attention to detail.
· Able to manage multiple priorities within a fast paced environment.
· Strong problem-solving skills.
· Flexible and adaptable.
· Customer-focused with a collaborative approach.
· Able to maintain confidentiality and handle sensitive information.
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Key Competencies

	Competency
	Description
	Level

	Construction/Infrastructure awareness
	Previous experience in office administration or project administration within construction, engineering or infrastructure.
	Essential

	HR Experience
	Experience with onboarding and HR administration.
	Desirable

	International knowledge of compliance
	Experience supporting international or mobile workforces.

	Essential

	Administration Knowledge
	Strong understanding of Finnish administrative processes.
	Essential

	Local Legislation knowledge
	Knowledge of Finnish employment legislation and site compliance requirements.
	Desirable



Our Values

Capability: Our people are our edge. We attract, retain, and develop the best people in the industry. We build high-performance teams that deliver, time and again. 
	
Curiosity: We seek smarter ways to build. We embrace innovation and technology to overcome complexity and deliver better outcomes. We solve the impossible. 

Community: Partnership is in our DNA. We work collaboratively across clients, colleagues, and supply chains, united by trust, transparency, and shared goals. 

Compliance: Everyone has to do it; we do it better. We go beyond the basics, setting the standard in safety, sustainability, quality, and regulation. It’s not a tick-box; it’s a mindset.

Commitment: Mission-critical is our comfort zone. We thrive under pressure and take pride in delivering where others hesitate; reliably, safely, and exceptionally. 
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