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POSITION DESCRIPTION

	1. POSITION DETAILS

	Position Title
 
	Workshop Manager
	Designation &

Classification Level
	Contract

	Position No
	
	Directorate   
	Infrastructure and Technical Services

	Division
	Infrastructure and Technical Services
	Date Created 
	December  2014

	Location 
	Council Workshop
	Date Approved 
	

	Reports To
	Project Manager – Infrastructure and Tech Services Infrastructure and Technical Services
	Version Date
	May 2019

	2. POSITION CONTEXT 

	Council overview 
	The Mornington Shire Council provides a range of services to twenty two islands of the Wellesley Group in the Gulf of Carpentaria, in the State of Queensland.  Mornington island is the largest island in the group with the main township of Gununa, housing the majority of the population.   Mornington island is located 125kms north-west of Burketown, 200kms west of Karumba and 444kms from Mount Isa.  

Mornington Shire Council delivers services such as: Council Administration; Waste Management; Municipal Services; Sport & Recreation, Water and Sewerage Maintenance; Civil Works, and many more.

   The overall vision of Mornington Shire Council is to:

· Empower our Community - Our people,

· To feel solid and strong like the rock in Mundalbe,

· To taste and hear the breaking waves of change, 

· To establish clean, safe, healthy lifestyles together,

· Pride and respect for each other in our culture, achievements and successes, and 

· To see and smell the compassion and peacefulness of our community


	Principal objectives 

	The role of the Workshop Manager is integral to the efficient functioning of Mornington Shire Council’s Mechanical Workshop through effective management practice.  


	Major roles

	· Plan and manage the operations of the Council Workshop.
· Develop and manage annual budgets for workshop, fleet and plant owned by Council.
· Supervise and Manage staff to ensure compliance of Council policies and procedures is followed.
· Develop relevant policies and procedure to meet changes in need and efficient workshop operations on behalf of councils.
· Manage and maintain  the Council’s fleet of vehicles and plants and equipment assets
· Operate commercially viable private works program that meets the needs of the local community
· Minimising disruption of services experienced by Council and the community due to mechanical and infrastructure problems 
· Ensuring all mechanical work is carried out in a cost effective manner through correct diagnosis, repair and maintenance whilst maintaining a high standard in the quality of work performed. 
· Deliver ‘on the job’ training for Apprentice’s and Trainee’s and identify opportunities for further training and development 
· Ensure that work is carried out in accordance with statutory regulations such as the Workplace Health and Safety Act. 
· Provide accurate technical advice to Council, other agencies and staff as required
· Undertake additional duties or special projects as may be delegated from time to time.
· The incumbent will be required to assist the Executive Management team with promoting Mornington Shire Council in a positive manner through a high level of service delivery. 
· The incumbent has the delegation to oversee the day to day management of the Council’s Workshop with limited direction from the Executive Manager Infrastructure and Technical Services.


	Key relationships


	Internal

All staff of Mornington Shire Council
	External

Inter-related Government agencies

Community groups and agencies 

Suppliers of goods and services

Members of the general public and the local community.



	Special conditions
	Essential

Prior to employment with Mornington Shire Council you must obtain the following;

-      Undertake a new criminal history check at commencement of employment with MSC 

· Be an Australian Resident or provide the current, relevant Visa to work within Australia 

It is a condition of employment with Mornington Shire Council that you must provide an updated Criminal History Check annually.

	Delegations 
	As Per Delegation manual

	Organisational chart
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	3. KEY RESPONSIBILITIES

	Mechanical Services
	Overall management and coordination of the Workshop, fleet, plant and equipment ensuring that Council’s fleet of  vehicles and plant equipment are serviced and maintained within required timeframes. 

Ensure that the Workshop’s programs are designed to incorporate commercially viable private works, specifically vehicles owned by community residents or agencies through the implementation of an effective booking system. 

Ensure that work is prioritised and carried out in accordance with the dedicated work schedule. 

Ensure that inspections are carried out on reported problems and advise on the extent, urgency and expected duration of time required to fix the problem. 

Prepare quotations for labour and materials for private works as required. 

Forecast and organise purchasing in such a way as to maintain a stock inventory to avoid unnecessary delays. 

Ensure that the Workshop operates in accordance with Council’s priorities and finances. 

Ensure the security of Council’s assets and equipment including tools and vehicles at work sites and in the Workshop. 

Liaising with external customers, suppliers and services providers including; 

· Regional Express Airlines
· Carpentaria Freight

· Australia Post

· Telstra

· Ergon Energy

· Community School

· Government Departments (Police, Education, Health, Natural Resources, etc)

· Gununamanda Aboriginal Corporation
Undertake such other duties as may be delegated by the Executive Manager Infrastructure and Technical Services from time to time.

	Human Resources Management
	Provide leadership and guidance to mechanics, apprentices and trainees with respect to all aspects of the workshop. 

Assist and support mechanics, apprentices or trainee’s with completion of duties or competencies as required through oversight and training. 

Provide leadership and coaching to team members in support of individual employee professional goals and ambitions identified through performance management in collaboration with Human Resources. 



	Policy and Procedure
	Develop policies and procedures to ensure good practice in the workshop.

Provide expert advice to Council, other agencies and staff. 

Report any changes in statutory regulations.

Continuously review policies and procedures and identify opportunities for business improvement. 



	Workplace Health and Safety
	Perform all duties in a safe manner  in accordance with Workplace Health and Safety legislation, guidelines and Council policy.

Ensure that Personal Protective Equipment (PPE) is worn as required. 

Report all potential hazards, accidents and incidents. 

Ensure that work is performed and that waste is disposed of within the Environmental Protection Act legislation and guidelines and Council policy. 

MSDS are available where applicable and are current. 

Materials such as chemical cleaning agents and various fluids such as paint and oil are secured in a controlled environment when not in use.

	Administration and Finance
	Compile and present reports to Council and outside agencies as required. 

Prepare the annual budget for the Workshop and update the budget monthly. 

Basic administrative duties including photocopying, telephony, data entry and filing. 



	Other
	Observe all requirements of Occupational Health and Safety, EEO and other policy, legislative and regulatory responsibilities. 
This position has staff responsibilities for the following positions: 

· Trade qualified mechanics

· Apprentices and Trainees 




	4. SELECTION CRITERIA

	Level 
	SKILL/KNOWLEDGE/EXPERIENCE

	Essential
	· Previous experience working with Light and Heavy vehicles and formal qualifications including a Certificate III in Automotive Mechanical Technology or higher are essential to perform this position. 

· Previous experience in a supervisory capacity, operational management and policy management and / or experience in workplace assessment and training. A Certificate IV in Workplace Assessment in Training would be highly desirable.  

· Demonstrated ability to communicate effectively combined with a high level of planning, organisation and time management skill in addition to sound computer literacy and data entry skills. 

· The ability to apply highly developed analytical reasoning skills to solve complex problems. 

· A thorough understanding of Workplace Health and Safety requirements and a working knowledge of local government or the ability to rapidly acquire this knowledge. 



	Desirable
	· Current Heavy Rigid (HR) Vehicle License or ability to obtain
· Senior First Aid Certificate would be advantageous but is not essential as training will be provided.
· Diploma in Business Management


	5.
ACKNOWLEDGEMENT 

	Appropriate delegate / director or manager 
	
	Date: 
	Signature:

	Employee Name
	
	Date: 
	Signature:
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