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POSITION DESCRIPTION

	Position Title
	Tree Management Officer

	Position Number
	SP-EP-3/02

	Grade
	15

	Reports To
	Team Leader Development Assessment

	Division
	Environment & Infrastructure

	Hours
	70 hours per fortnight

	Award
	Local Government (State) Award

	Budget
	Development Assessment

	Staff Responsibility
	Nil


Position Purpose
The position involves assessment and determination of tree applications and providing technical tree and landscape advice relating to development applications
1. Selection Criteria

Essential Criteria:
1.1 
Diploma in Horticulture or equivalent along with qualifications in Arboriculture.
1.2 
Comprehensive experience in the Tree Management field. 
1.3 
Class C Driver’s Licence.
Desirable Criteria:

1.4 
Qualifications in the Landscape field.
1.5 
Sound knowledge of the Environmental Planning & Assessment Act and associated Legislation.
1.6
Excellent written and oral communication skills.
1.7 
Ability to liaise with customers.
1.8 
Ability to coordinate, manage and supervise staff and work in a team environment with minimal supervision.

1.9
Ability to meet deadlines on a daily basis and possession of time management skills.

1.10
Conflict resolution and negotiation skills.

1.11
Ability to operate computer based systems.

1.12 
An understanding of Risk Management principles.

1.13
Experience in evidence gathering and assessment and legal procedures.

1.14 
Experience in the Land & Environment & Local Courts.

1.15
Previous experience with Council meetings and inspections.
2. Key Relationships
This position reports to the Team Leader Development Assessment and will have wide ranging communications with internal and external bodies. Key relationships include officers of the organisation relevant to development assessment, development compliance, environmental health, technical services, senior management, developers and builders, designers and architects, property investors and owners, consultants, solicitors, government agencies and authorities and members of the public.
3. Management Values
3.1 
Self Leadership
· Recognise own strengths and limitations
· Be aware of their impact on others
· Manage self including ‘the art of delegation’
3.2 
Teamwork
·    Recognise individual strengths
·    Foster collaboration and alignment to a common purpose
·    Recognise and celebrate individual/Team achievements

3.3 
Effective Communication
· Model effective communication processes
· Encourage others to participate in open conversation

· Resolve conflicts to achieve desired outcomes
3.4 
Coaching
· Create an environment that encourages ‘best possible’ performance
· Provide constructive feedback

· To draw out the potential in others
3.5 
Adaptability to Change

· Challenge the status quo

· Respond to challenges and opportunities

· Appreciate and act on self and others responses to change
4. Principal Responsibilities
4.1 Assessment and processing of applications
4.1.1 Ensure the effective, timely and accurate assessment and processing of applications and referrals made under Council’s Tree Controls across all Cumberland Local Government Area.
4.1.2 Ensure the effective, timely and accurate assessment and processing of preliminary proposals, applications and referrals in relation to Landscape and Tree Management issues associated with Development Applications.
4.2 Compliance activities

4.2.1 Where required, provide technical advice to assist in investigating breaches of Council’s Tree Controls and other unauthorised activities in relation to landscape and tree works 
4.2.2 Investigating complaints relating to Noxious Weeds.
4.3 Advice relating to the unit
4.3.1 The provision of sound written and verbal advice to staff, the public in general, Professions and Traders operating within the Building and Development Sphere, Solicitors and various Government Departments in relation to the activities of and issues concerning the Landscape and Tree Management.

4.3.2 Liaising with Solicitors, preparing evidence and reports and attending Court as Council’s representative in relation to activities of the Development Assessment Unit.

4.3.3 Providing update and information to the Manager Development Assessment, Team Leader Development Assessment, where required, in relation to a full range of matters across Cumberland (including, in the absence of the relevant responsible officer, advice on matters being coordinated by other staff as necessary). 
4.4  Policies and Procedures
4.4.1 Assist with the review, development and implementation of policies and procedures in relation to landscaping and tree management.

4.4.2 To ensure that there us reasonable provision and contribution to Department/Section workplans as required.  To ensure that work is undertaken within/according to established workplans.

4.5 Education

4.5.1 Attend/arrange various meetings, seminars, workshops and other activities to promote awareness and generate enthusiasm for Landscape and Tree management issues within Council and the broader community.

4.6 Coordination/Delegation of Functions

4.6.1 Assist with the coordination, management and supervision of tree/landscape consultants as required for the Development Assessment Unit. 
4.6.2 If necessary, coordinate consultants required in relation to the Unit’s activities.

4.6.3 Exercising a range of delegated authority functions in relation to the Unit’s activities.

4.7 Professional Development

4.7.1 Attend team meetings, seminars and workshops and undertake training as necessary to ensure knowledge is current and continued professional development.

4.7.2 Identify and alert Coordinator/Manager in relation to any training required.
5. Risk Management
Worker Risk Responsibilities

Staff are required to act at all times in a manner which does not place at risk the health and safety of themselves or any other person in the workplace. Staff should provide input into various risk management activities. Staff are responsible and accountable for taking practical steps to minimise Council’s exposure to risks including contractual, legal and professional liability in so far as is reasonably practicable within their area of activity and responsibility.
Manager Risk Responsibilities
Managers are the risk owners and are required to create an environment where the management of risk is accepted as the personal responsibility of all staff, volunteers and contractors.  Managers are accountable for the implementation and maintenance of sound risk management processes and structures within their area of responsibility in conformity with Council’s risk management framework.

6. Work Health Safety
Worker WHS Responsibilities

· Comply with all Council safe work policies and procedures and any reasonable safety instructions given by your Manager or supervisor.

· Work with due care and consideration to safeguard your own health and safety and the health and safety of others and report any potential hazards, incidents or injuries to your manager/supervisor.

· Only undertake tasks that you have been appropriately trained in, and are qualified and competent to undertake in accordance with Work Cover requirements.

· Participate and assist in achieving set WHS targets and target completion times.

· Support Rehabilitation in the workplace.
· Attend all relevant safety training and information sessions provided.
Managers, Supervisors, Team Leaders WHS Responsibilities

· Set a high standard and provide leadership that progresses Council’s Work Health Safety and Rehabilitation program to achieve its stated objectives by encouraging the involvement of all people in achieving a safe and healthy workplace.
· Program training for site specific needs
· Achieve set health and safety objectives and develop plans to implement programs and procedures to ensure compliance with the relevant health and safety legislation and standards.
· Provide the necessary resources, plant and equipment to ensure the highest standard of health and safety where appropriate and within the budget made available to Council.
· Ensure all plant and/or procedures which are used in the conduct of work are regularly inspected and tested to verify that they conform to standards, legislative requirements and/or specifications.
· Promote and support rehabilitation in the workplace and identify and make available suitable duties for employees who are part of Council’s rehabilitation Program.
· Ensure WHS is an agenda item at all team meetings.
· Keep employee informed of health, safety and rehabilitation matters.
· Investigate all accidents and incidents in accordance with Council’s procedures and take appropriate action.
7. Energy & Water Commitment Statement

Employees Responsibilities

Staff are responsible for taking practical steps to reduce Council’s energy and water use within their activity and responsibility.
Managers Responsibilities
Managers are required to create an environment where the management of energy and water resources is accepted as the personal responsibility of all staff, volunteers and contractors.
8. Budget Responsibility

Nil
9. Record Keeping

To accept and undertake the requirements and obligations for effective recordkeeping as outlined in the document 'What have records got to do with me?' and to ensure the creation, careful handling and preservation of records which are entrusted to my care, as an employee of council.

10. Signatories

I agree this position description accurately reflects the duties and responsibilities of my role:
Name:  MACROBUTTON  AcceptAllChangesInDoc "<Type Name>" 
Sign: 
Date:   MACROBUTTON  AcceptAllChangesInDoc <Date> 
Coordinators Name:  MACROBUTTON  AcceptAllChangesInDoc "<Type Name>"  

Sign:  
Date:  MACROBUTTON  AcceptAllChangesInDoc <Date> 
Title
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