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We Value

We are responsible 

for our actions, our 

behaviour and the 

satisfactory completion 

of allocated tasks

We communicate openly 

and respectfully, sharing 

timely and appropriate 

information with others

We lead by positive 

example, embodying 

all of Council's 

agreed Values

We are consistently

honest, transparent,

ethical and fair, 

regardless of the situation

We work collaboratively 

to achieve shared 

goals for Council and 

the community

I actively participate 

in the organisation

I consider how I say it, 

why I say it, 

when I say it and 

where I say it

I act with courage, 

challenge the status quo 

and seek out ways to 

improve our organisation

I do and say the right 

thing, even when no one 

is watching

I share my knowledge, 

skills and experience 

with others

I take full ownership of my 

role, including my mistakes, 

and learn from my actions

I listen actively and ask 

questions to gain a 

shared understanding

I support and encourage 

others to learn, develop 

and grow

I take personal 

responsibility for my own 

actions and behaviour

I support others to 

achieve goals and 

celebrate success

I inspire excellence 

by performing my 

role with pride

I show empathy and 

consider things from 

others' point of view

I am approachable and 

treat others consistently 

and respectfully

I uphold strong moral 

principles and do what I 

say I am going to do

I consciously choose 

to work positively 

with others

I acknowledge my actions 

and behaviour can impact 

and influence outcomes

I provide and receive timely, 

constructive feedback

I inspire and expect 

everyone to always do 

their best

I am professional, 

treating others just as 

I expect to be treated

I commit to 

working together 

to find solutions

My Behaviours
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TITLE:
Administration / Technical Officer - Contracts
CLASSIFICATION:
From Band 1 Level 2 to Band 2 Level 3
CREATED:
July 2018
LAST REVIEWED:
April 2020
REPORTS TO:
Roads Development / Works Manager
DIRECT REPORTS:
NIL

This is not a static document, management reserves the right to review and amend this job description in consultation with the position holder from time to time as the need arises.

JOB SUMMARY

· To carry out the administrative duties associated with Council’s State Highway Routine Maintenance Council Contract (RMCC), including preparation and submission of technical documents, reports, costings and project specific documentation.
· Co-Ordinate and implement Councils Maintenance Management System for roads (Reflect).
· To provide technical and administrative support to Council’s Roads department, as well as other officers within the department, including general office duties.
· To foster a culture that will project a courteous, professional image, and provide the highest standard of customer service to all internal and external enquiries of Cobar Shire Council in a timely and efficient manner.

JOB RESPONSIBILITIES
· Responsible to:
Roads Development / Works Manager
· Direct Reports:  
Nil
· As an employee of Council, the job holder may be directed to carry out such duties that are within the limits of the employee’s skills, competence and training, to assist the Council in meeting its overall objectives.
· Management reserves the right to transfer staff internally to undertake duties as work programmes dictate required staff levels.  Wages/Salaries payable following such a transfer shall be in accordance with the NSW Local Government (State) Award and shall be at least equal to the entry level of the positions Band/Level/Grade or higher, dependent on the employee’s individual skill level.  
SPECIFIC ACCOUNTABILITIES

1 ADMINISTRATIVE AND TECHNICAL SERVICES
1.1 Prepare and maintain a procedure manual for this position.
1.2 Prepare the documentation to ensure compliance with RMCC Contract and other roads contracts, as required.  
1.3 Prepare appropriate work schedules and inspection calendars, memorandums, technical reports, references, tenders, quotations, contracts, advertisements, organisational charts, spreadsheets, database reports, desktop publications, Powerpoint presentations and correspondence, as required.
1.4 Maintain and audit Council’s Maintenance Management System (Reflect) to ensure compliance with the RMS RMCC, including the generation of status reports.

1.5 Train staff in the use of Council’s maintenance management system.

1.6 Preparation and implementation of system management plans, including internal audits and preparation of hold points and project specific documentation.
1.7 Assist officers in preparation of contract documentation other than RMCC.
1.8 Prepare documents for public exhibition and arrange for them to be exhibited in Council’s foyer, website and at other relevant sites as required, including content for relevant advertisements and media releases as required.

1.9 Preparation of agendas, minute taking and dissemination of agendas and minutes within accepted methods and timeframes for various meetings as required.

1.10 Participate with Engineering Staff as part of a team in planning, resourcing and organising works.

1.11 Provide input for Project meetings and team meetings within the time specified.

1.12 Maintain Council's high customer service standards through the prompt and courteous response and attendance to inquiries and written correspondence.

1.13 Ensure strict confidentiality is maintained at all times.

1.14 Assist other officers within the department as and where required or directed, including relief and/or back up for others.

1.15 Ensure compliance with Council’s corporate record keeping requirements.

1.16 Assist with the development of the RMAP, follow costs and prepare quarterly figures for routine claims.
1.17 Review expenditure monthly for routine roads projects and more frequently for critical projects and make necessary adjustments in consultation with the Manager.

1.18 Ensure that reports, estimates and other relevant documents are prepared accurately and within agreed time constraints.
1.19 
Model the highest standards of personal, professional and organisational values and behaviours and maintain a lawful, professional and ethical approach to decision-making and resource allocation.

1.20 
When responding to customer enquiries both verbally and in writing, ensure that the information provided is accurate and in accordance with Council’s policies, guidelines and other relevant legislation inclusive of the Privacy Act.

1.21 
Carry out all administrative tasks associated with the position, including reporting as required in an accurate and timely manner.

1.22 
Promote a culture of high performance and support others to deliver operational objectives across Council, promoting and inspiring others to behave in accordance with Council’s corporate values.

1.23 
Any other duties as requested by Council within the skills and experience of the jobholder.
2 CONTRACT and project dOCUMENTATION

2.1 Manage contract documentation for contracts used for RMCC and other works.
2.2 Assist in preparation of reports to Council.
2.3 Typing and formatting letters of acceptance, formal instruments of agreement and general contract correspondence, and arrange signing of contract documents.
2.4 Coordinate work health and safety procedures for the department including Safe Work Method Statements, risk assessments and hazard identification reports.

2.5 Support Roads Managers on technical issues.

2.6 Ensure work is completed to approved quality requirements and to Council’s guidelines.

2.7 Ensure overall efficiency by appropriate use of innovative maintenance and construction techniques and the use of contractors as part of the planning and coordination of the works activities.

2.8 Keep abreast of developments in Contract Administration with RMSS, including having a good understanding of current RMS requirements and specifications.
2.9 Ensure Traffic Management Plans are implemented by using the appropriate methods to comply with legislation.
3 Operation of Plant and Equipment

3.1 Operate Council’s plant, vehicles and equipment in accordance with the Motor Traffic Act, Council’s Code of Practice for the Operation of Plant and Vehicles, relevant guidelines of the WorkCover Authority and work health and safety legislation.
4 WHS RESPONSIBILITIES
4.1 Have a full understanding of work health and safety practices and EEO principles. 

4.2 Carry out risk assessments, personnel inductions and hazard identification tasks.

4.3 Complete work to a high standard and in accordance with safe work practices.

4.4 Ensure all work is performed in accordance with the requirements of Council’s work health and safety policy and procedures, the site-specific risk assessments, SWMS (safe work method statements) and SOPs (standard operating procedures).

4.5 Preparation and implementation of risk assessments, SWMS and SOPs, as required.

4.6 Take reasonable care for own health and safety as well as health and safety of others by adhering to safe working procedures including verbal instructions given by supervisors.

4.7 Report all identified hazards, accidents/incidents and near misses to manager/supervisor by actively monitoring the workplace to determine presence of hazards and initiate actions to rectify/eliminate the hazard.

4.8 Use and maintain all safety equipment and personal protective equipment in accordance with relevant standards.

4.9 Commitment to work health and safety and promote a risk assessment approach to all activities performed by Council by participating in risk assessment process and attending toolbox and other meetings relating to work health and safety requirements.

4.10 Have a sound understanding of work health and safety requirements associated with employment duties by attending work health and safety training sessions.

SKILL DESCRIPTORS

Authority and Accountability

· Responsible for providing specialised technical services and for completing work that has some elements of complexity.

· Required to make recommendations within Council and present information and technical reports to external stakeholders on behalf of Council.

· This position requires some planning as activities and resources need to be coordinated.

· This position may manage several small projects within a department of Council.

Judgement and Problem Solving

· Skills are required to solve problems requiring assessment of options with freedom within procedural limits in changing the way work is done or in the delegation of work. Assistance may be readily available from others in solving problems. 

· Problem solving and judgements are made where there is a lack of definition requiring analysis of a number of options. Typical judgement may require variations of work priorities and approaches.
· The jobholder is required to provide information to customers and assist with routine service problems and should recognise when a problem is 'too delicate' or 'volatile' to be handled by self and refer to others.

Specialist Knowledge and Skills

· The job holder will have specialised knowledge in a number of advanced skill areas relating to the more complex elements of the job.
· Excellent written and verbal communication skills.
Management Skill

· Responsible for own work and not normally required to direct or supervise other personnel. 

Interpersonal Skill

· Skills are required to communicate effectively with staff of all levels within the organization and to explain issues and/or policy to the public or others
· Persuasive skills are required to reconcile different points of view with staff and/or the public.
· This job requires written communication skills which enable the job holder to write detailed correspondence, reports and submissions that require original sentence and paragraph construction and wording. 
· Responsible for frequent coordination of and communication with other workers to gain cooperation for work production or service quality.
· Ability to work with limited supervision and meet operational outcomes.
Qualifications and Experience

· The preferred qualification for this job is Business Administration, Project Management, Contracts Management or appropriate in-house training or related discipline combined with significant working experience in a similar senior administrative role.
· High level computer literacy and the ability to quickly learn how to operate and apply unfamiliar computer applications.
· Provisional Driver’s Licence (minimum).
CORPORATE VALUES

[image: image2.png]



SELECTION CRITERIA

Essential
· Tertiary qualifications in Business Administration, Project Management, Contracts Management or related discipline combined with significant working experience in a similar senior administrative role
· High degree of proven competency in preparing detailed correspondence, reports and submissions that require original sentence and paragraph construction and wording. 

· Effective time management skills, including but not limited to, working independently, setting priorities, managing competing priorities, setting and meeting deadlines and organising own workloads with minimal supervision.

· Proven high level attention to detail and accuracy, with the demonstrated ability to research, think analytically and plan work with proven problem-solving skills to develop potential options and recommendations for resolutions.

· Well-developed organisational skills with the ability and willingness to adapt within an environment of fluctuating workloads and changing priorities in order to meet operational outcomes.

· Demonstrated high level interpersonal skills, professional courtesy, tact and diplomacy when dealing with confidential matters and difficult situations.

· Strong, influential oral and written communication skills, with well-developed negotiation and mediation skills.

· Provisional Driver’s Licence (minimum).
· Knowledge of and commitment to the principles of workplace health and safety (WHS) and equal employment opportunity (EEO) principles
Desirable
· WHS Construction Induction (White) Card

· Previous working knowledge of sealed road construction, maintenance and civil drainage works
· Implement Traffic Control Plans training 
· Sound knowledge of RMS requirements and specifications, including the understanding of an electronic maintenance management system
CONDITIONS OF EMPLOYMENT

Salary
The position has been evaluated as being in the range between Band 1 Level 2 and Band 2 Level 3 Grade in accordance with the NSW Local Government (State) Award, dependent on the skills and experience of the job holder. 
HOURS

Council’s Indoor staff work a 35-hour week on the basis of a nine-day fortnight. 

PRE-EMPLOYMENT SCREENING

Prior to commencement with Council it may be necessary for shortlisted candidates to undergo the following pre-employment screening (at Council’s expense):

· Medical examination (which includes drug and alcohol testing)

· National Police Check

· Psychometric testing (emotional intelligence, behavioural profiling and cognitive ability)

PERFORMANCE AND DEVELOPMENT REVIEW

A performance and development review will be undertaken on a yearly basis utilising performance indicators outlined above and will include formulation of a career path and training plan.

VERIFICATION

This section verifies that the position holder has read the above position description and accepts the role and associated responsibilities contained within this document.  The position holder agrees to work cooperatively under Council’s policies and procedures including work health and safety, equal employment opportunity and code of conduct.

Position Holder:
Name

_______________________




Signature
_______________________
 
Date       /       / 
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