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JOB DESCRIPTION 
 
Job title  Change Management Coordinator 

Department Business Process 

Responsible to Business Process Engineer 

Salary  £30 – £35k. 

Hours  40 hours per week 

Holidays 20 days per annum 

 

 
About the Company 
Our mission is to transform the way people live in cities. With over 16 million possible combinations of gears, colours, 
handlebars and accessories, we make more than just a bicycle, and we are more than just a bicycle company.   

We continue to make the Brompton in West London, where we started in 1975, but our product has travelled far - 
we now export 80% of our bicycles to 45 countries.  In the past 2 years we have invested in a new purpose-built 
production facility, transformed our digital architecture, opened new flagship stores and had our biggest product 
launch in company history and we’re not stopping there.  

To change urban living, we need passionate, innovative and talented people that want to challenge the status quo 
and make an impact.   

With the launch of the Brompton Electric e-bike in Summer 2018 Brompton has entered the fastest growing and 
most promising category in the bicycle market. The lack of safe bicycle storage options in cities represents an 
enormous opportunity for the Brompton Electric. As e-bikes are expected to become the major contributor to the 
company’s growth over the coming years we are recruiting an additional role in the commercial team to attain our 
ambitious goals. 

The role 
Do you have a background strategically controlling engineering change? Have you got experience in administration 
or project management in a high-quality manufacturing environment?  
 
We are looking for Change Management Coordinator to join our experienced team in Brompton. 
 
The role of Change Management Coordinator requires a highly meticulous, organised individual to take immediate 
ownership of the ECR (Engineering Change Request) creation and review. The postholder will support all stages 
of the ECR process for standard and New Product Implementation (NPI) driven changes.  
 
Engineering change request (ECR) are created to examine the necessity and feasibility of changes, to identify 
parts, components and documentation that might be affected, to estimate costs and to list the resources required 
control and implementation of the change. 
 
This role will require strong cross-functional management and interpersonal skills. It will require the candidate to 
be able to communicate from operators to senior executive levels. 
 
Reporting directly to the Business Process Engineer, this role carries a considerable degree of authority and 
autonomy as you become responsible for the smooth daily operation of the Engineering Change Requests.  
Working closely with Production, Design, NPI, Manufacturing Engineering, Quality Teams…. 
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This is an awesome opportunity to be part of a leading manufacturing business which offers an interesting, varied 
and exciting workload coupled with a motivated and passionate culture. You will be part of a small, friendly team 
working together to deliver programmes that are critical to the long-term success of a respected, global company. 
 
The Person  
We are seeking an individual who can provide optimum levels of leadership, if required, encouragement, training 
and support in order to help others achieve their results and meet their budgets. They are also expected to 
encourage others to communicate effectively and efficiently at a level that is understood by all thus developing a 
culture of participation and involvement.  
 
The successful individual will be able to create a positive and innovative atmosphere which encourages people to 
commit themselves to the task in hand and where necessary, go beyond the call of duty in order to achieve their 
key objectives. Also, smooth relationships when difficult circumstances prevail and develop a culture of trust both 
within and outside the team and work to a high specification in order to improve and maintain quality. 
 
The candidate will gather facts and figures, monitor self and others and achieve goals in a timely and factual manner 
and bring a sense of urgency to situations, demonstrate an active approach, be willing to get involved in order to 
increase the pace and achieve goals and objectives. 
 
However, seek direction and authority from others when and if appropriate, and achieve set goals in a non-assertive 
and efficient manner. 
 
The job holder will be involved in a technical or specialist area, where knowledge, experience and education are 
important factors. They will understand the importance of meeting and influencing people, maintaining goodwill, 
creating good impressions and conveying ideas in a logical and systematic manner. The person fulfilling this 
function should be a good communicator, positive, enthusiastic and outgoing, but able to work within procedures 
on job aspects which may deal with facts, standards and quality. Activity, flexibility, pace and an accommodating, 
helpful approach may also be requirements of this job. 
 
Main Responsibilities  
 

• Co-ordinate change requests by evaluating all Engineering Change Requests, validating information, and 
circulating to the relevant approvers via in house system.  

• Work closely with the ECR stakeholders to understand the requirements, scope, impacts and risks of each 
request.  

• Ensure that engineering design drawings and any related documentation is listed in each ECR 
• To circulate ECR for revision and discussion among key stakeholders and is modified as needed. 
• Co-ordinate change orders by evaluating all Engineering Change Orders and communicating to all 

departmental representatives with a clear summary of expected requirements and request for full 
evaluation. Consolidate all received evaluations to establish individual time line for each ECR, and assess 
viability.  

• Lead change control meetings to track and document progress of ECRs against cost and timing targets.  
• Maintain tracking documentation/systems, and monitor progress against KPIs.  
• Coach departmental representatives on best practise with regards to the ECR process.  
• Based on the priority listing, work with all departments involved in the process to close ECRs as efficiently 

as possible. This will involve pushing ECRs at each stage, and supporting all department representatives 
as required.  

• Carry out administration tasks associated with ECR closure.  
• Create and distribute ECR pack for circulation.  
• Provide administrator level support in-house ECR Tracker, and provide monthly performance summary.  
• Support and manage the development and improvement of in-house ECR process.  
• Chair the Change Control Board meetings to offer guidance for maintenance requirements and best 

practice. 
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Skills and Experience 
 
Essential 

• Minimum of 2 years of experience in a manufacturing environment 
• Degree level educated 
• Ability to analyse data and draw relevant conclusions  
• Ability to organise, plan and document tasks 
• Ability to read Technical Engineering Drawings  
• Ability to run small projects  
• Ability to work independently  
• Manage the prioritises and work schedules in a fast-paced environment  
• Structured, process driven and exceedingly organised 
• Must be able to work under pressure 
• Must have excellent Microsoft Office, ideally in 365 environments 
• Strong oral & written communication skills  
• Ability to foster and build stakeholder relationships 
• Valid Passport 
• Experience in interactions with ERP/MRP systems 

 
 
Desirable 
 

• End-to-end manufacturing change management experience  
• Demonstrate emotional intelligence when dealing with colleagues with competing priorities  
• Proven experience of leading teams or projects 
• Understanding of BOM structures and cost roll up  
• Understanding of the NPI process 
• Understanding of technical documentation.  
• Ability to remain composed under pressure 
 

Job Profile 
 
Influence (High I) 
  

• The effective use of self confidence and persuasion are important characteristics demanded by this 
position. 

• Good verbal communication is one of the prime requirements for satisfactory performance in this role. 
• Success in achieving goals and objectives will depend on this person's motivational, and where appropriate, 

leadership skills. 
• The ability to form friendly and trusting relationships will play an important role. 
• The incumbent's leadership style will be an important factor. 

 
Compliance (High C) 
 

• A thorough, disciplined and detailed style may be necessary for those people seeking to occupy this 
position. 

• The logical and detailed analysis of data and processes may often be a component of this job. 
• This position will accommodate those people who are naturally conservative and conventional 
• Being perfectionistic and complying with clearly defined rules and policies will enable the incumbent to 

operate comfortably within this role. 
• A cautious and detailed approach towards task completion could be a requirement for satisfactory 

performance. 
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Steadiness (Low S) 
 

• A demonstrative, self-critical and determined intent to complete assignments within time scales will be 
appreciated and rewarded. 

• The ability to contribute to the energy levels of the team or work-group will seldom go unrecognised. 
• Incumbents who become impatient with those who work at a slow and steady pace will have ample 

opportunity to demonstrate their own energy levels. 
• Alertness, intolerance of slothfulness and a self-critical nature are sought-after attributes in this job. 
• Candidates who are too passive and easy-going may find it difficult to perform adequately in this position. 

 
Dominance (Low D) 
 

• A forceful and demanding behavioural style is unlikely to be a requirement of this post. 
• Behavioural characteristics that are unpretentious, cautious and mild mannered would be most 

appropriate for satisfactory performance in this role. 
• Regular, critical decision making is not an integral component of this job. 
• The successful candidate will not be required to take harsh and unpopular disciplinary decisions. 
• There will be minimal need for the incumbent to exhibit drive and forceful competitiveness. 

 
 
Benefits 
 
Brompton offers you a very excellent working environment with enthusiastic colleagues who get along very well, 
communicate and cooperate with each other. The working climate is informal, but we work hard. Next to good terms 
of employment Brompton offers you the opportunity to work in a responsible and challenging job within a dynamic, 
international and ambitious environment.  We are all proud to be part of Brompton Bicycle; we all share the same 
passion and dedication to the company and embrace differences in cultural backgrounds and skills. 
 
If you feel that you fit within the Brompton team spirit and you can bring talent, innovation and enthusiasm to our 
workforce then please email your CV and covering letter to the HR team, at recruitment@brompton.co.uk . You are 
encouraged to submit when ready and not wait until the deadline. 
 
Applicants must have the right to work in the United Kingdom. 
 
The Company reserves the right to vary or amend the duties and responsibilities of the post holder at any time 
according to the needs of the Company’s business. 
 
The statements contained in this job description reflect general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required and the scope of responsibility. It should not 
be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned, 
including work in other functional areas to cover absences of relief, to equalise peak work periods or otherwise to 
balance the workload. 
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