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Job description 

Job title:    Technical Administrator 

Department:    Manufacturing Engineering 

Responsible to:   Manufacturing Engineering Manager 

Salary:     £21,300 – £27,000 

Duration:   Fixed term contract, up to 1 year                                      

Hours:     40 hours per week  

 

 

About the Company  

In its West London factory, Brompton Bicycle manufactures a folding bicycle that is generally considered 
the best on the market. The company is privately-owned, successful and profitable, and we have good 
relationships with our distributors and users. 

We have an ambitious five-year plan which includes doubling production capacity, widening the product 
mix and tripling our turnover. 

If you have enthusiasm, thrive on being given responsibility and want to be responsible for great products 
that make a difference to people’s lives, then we can offer you a job with a unique company. 

 

The Role 

This role will support the Production Engineering department with a project to review and update all the 
Standard Operating Procedures “SOPs” with the Brompton factory. 

SOPs are a critical part of the manufacturing environment; they are operator manuals which also define 
how the Brompton Bicycle is built.  The SOPs are used for training purposes; we currently have a project to 
produce video training material based on the SOPs, but we need to review and update them first. 

 

Main Responsibilities  

• Audit the manufacturing processes against the existing documentation (listed below) and highlight 
any discrepancies 

o Existing SOPs 

o Assembly drawings 

o Process flows 

o Technical files. 

• Update the SOPs to our new format.  This will include writing instructions in plain, simple English; 
drawing basic diagrams and adding symbols; taking clear photographs and labelling them. 
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• Maintain the register of manuals. 

• Manage the sign off procedure and collect feedback from different departments. 

• Communicate any changes formally through to the wider company. 

• Assist with any changes requested through the new Engineering Change ECN process. 

• Help build, validate and maintain the Bills of Material within our new ERP system. 

• Work closely with the training manager to ensure that SOPs are appropriate and understood. 

• Provide consultancy help to the team responsible for producing the video-based training material. 

• Ensure that correct health and safety procedures are adopted by consulting the relevant trained 
parties. 

• Any other tasks as required to support the wider Manufacturing Engineering team. 

 

Skills and requirements 

• Excellent understanding of Engineering principles and assembly processes – you must be able to 
understand how to use a torque wrench in order to write a manual about it.  Training can be 
provided. 

• Ability to write complex instructions in clear, simple English, in as few words as possible – many of 
our operators do not speak English as their first language. 

• Keen eye for photography and the ability to identify good/bad lighting conditions. 

• Excellent communication skills and the ability to talk to many different characters – you will spend 
a lot of time on the factory floor consulting factory operators about the work they do. 

• Good IT skills, you must be able to use Microsoft Word and Excel (data tables and filtering). 

• Excellent self-motivation and the desire to pro-actively identify and undertake new projects. 

• A critical, methodical mind capable of comparing different data sources. 

• A hands-on practical approach. 

 

Experience 

• An engineering background is essential, for example an Engineering degree or vocational training, 
or experience within a comparable manufacturing environment. 

 

How to Apply  

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 People team, at 
recruitment@brompton.co.uk.  In the subject, please specify the role you are applying for. 

A full Job Description can be found on our careers page - https://www.brompton.com/about-us/careers. 

You should be advised that any applications submitted without a covering letter and CV will not be 
considered for the role. 

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 equalize peak work periods or otherwise to balance the workload. 
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