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Supervisor – Roads Construction
Position Description

1.   POSITION SUMMARY

	Job Title:
	Supervisor – Roads Construction 

	Position No:
	8814.000

	Department:
	Infrastructure and Operations

	Reports to:

	Engineer – Roads Construction 

	Band and Level:
	Professional/Specialist Band 3, Level 2

Administrative/Technical/Trades Band 3, Level 3

	Grade:
	41

	Updated:
	December 2017


2. 
OVERVIEW 

The Supervisor - Roads Construction is primarily responsible for the supervision of Council’s Construction Staff and their control at any given time to contribute to the delivery of the Construction Works Program and allocated projects within time and budget constraints.  
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3.
RESPONSIBILITIES AND DUTIES

The duties and responsibilities listed here are considered essential to achieving the primary objectives of this job.  These duties will be undertaken in such a manner that will enable the section to operate in an effective and efficient manner and within budgetary constraints.  

· Supervisory responsibilities include: 

· planning, assigning and directing work on a daily basis.

· comply with written delegations as provided .

· coaching, advising and disciplining employees.

· identifying training needs.

· approving overtime and leave.

· checking and authorising time and plant sheets.

· addressing employee complaints.

· providing input into the recruitment and selection of staff.

· training staff in basic operation of plant items and instructing staff in objectives of plant usage in achieving project construction requirements.

· providing leadership for staff which ensures the establishment and ongoing operation of effective teams providing a range of services.
· Management of Council's gravel quarries, including obtaining and holding a production manager qualification.
· Inspects work in progress to ensure that specifications are met and standards of quality, safety and timeliness are achieved, monitoring progressive costs.
· Determine additional plant and staff resources and organise in a timely manner to allow works programme activities to continue unimpeded.
· Confers with existing and potential private works customers, assess proposed private works, and prepares and lodges estimates or quotes for private works.
· Carry out performance reviews of staff yearly and report to the Works Engineer – Construction. 
· Authorises payment of accounts for Roads Construction expenditure and related activities and ensures that accounts are submitted to the finance section to meet payment terms.
· Ensure that WHS procedures are followed by staff at all times and ensure that safe work method statements are reviewed annually and that risk assessments are done for all work projects.
· Participate in Council’s on-call roster to respond to after hours events.
· Provide assistance as required to other divisions of the Infrastructure and Operations Department of Council as required.
· Maintain a sound knowledge of current legislation, standards, policies and guidelines relevant to area of responsibility, and ensures that activities comply with relevant legislation, standards and policies.
· Communicate known problems/issues, including but not limited to: hazards, risks, incidents, accidents and near misses in a timely manner to direct supervisor.
· Perform allocated duties utilising initiative, making positive contributions to work quality, productivity, and to work to a timetable, in a cost effective manner.
· Other duties that may arise at the direction of the Works Engineer - Construction that are consistent with the level of competencies of the position and in line with the principles of multi-skilling.
· Maintain computer skills to allow for completion of requests or updating of information in Microsoft Office software.
4.
 KNOWLEDGE, SKILLS AND ABILITIES

· Authority and accountability: 

May be responsible to provide a specialised / technical service and to complete work which has some elements of complexity. Make recommendations within council and represent council to the public or other organisations.

· Judgement and problem solving: 

Problem solving and judgements are made where there is a lack of definition requiring analysis of a number of options. Typical judgements may require variation of work priorities and approaches.

· Specialist knowledge and skills: 

Positions have advanced knowledge and skills in a number of areas where analysis of complex options is involved.

· Management skills: 

May supervise groups of operational and / or other administrative / trades / technical employees. Employees supervised may be in a number of different work areas, requiring motivation, monitoring and co-ordination to achieve specific outputs.

· Interpersonal skills: 

Skills to communicate with subordinate staff and the public and/or negotiation / persuasive skills to resolve disputes with staff or the public.

· Qualifications and experience: 

An advanced certificate, associate diploma, appropriate in-house training or equivalent combined with extensive experience in the application of skills in the most complex areas of the job.
5.   WORK, HEALTH & SAFETY RESPONSIBILITIES

All employees are responsible for Work Health and Safety (WHS) for Council and their duties include:
· Complying with Council’s WHS policies and procedures.
· Working with due diligence and consideration to safeguard their own health and safety and the health and safety of others.
· Reporting any potential hazards, incidents or injuries to their Supervisor and Human Resources within 48 hours.
· Participating in any applicable WHS consultation arrangements.
· Complying with any Return to Work Plan if injured and supporting rehabilitation in the workplace.
· Correctly using all personal protective equipment.
· Complying with emergency and evacuation procedures and site rules if applicable.
6. 
PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

While performing the required indoor duties of this job, the employee is regularly required to sit and use hands to input data and write.  The employee is frequently required to talk or hear in person and on the telephone.  The employee is occasionally required to stand, walk, and occasionally lift items up to 15kg.  Specific vision abilities required by this job include close vision and the ability to adjust focus.  

While performing the required outdoor duties of this job, the employee is regularly required to use hands to finger, handle or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch or crawl; and talk or hear.  The employee frequently is required to stand, walk, run and smell.  The employee is regularly required to sit.  The employee may be occasionally required to lift and/or move up to 25kg.  Specific vision abilities required by this job include close vision, distance vision, colour vision, peripheral vision, depth perception and ability to adjust focus.  The employee may be required to climb into/onto mobile plant items.

7.
 WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

The position of Supervisor - Roads Construction is a recognised Administrative/Technical/ Trades position within the organisational structure of Cowra Shire Council.  The position is based at Council’s Depot on the Young Road Cowra, NSW, 2794.  At various times the jobholder may be required to commence and finish work at a location away from their primary work site.   

While performing the duties of this job, the employee is regularly exposed to moving mechanical parts and fumes or airborne particles.  The noise level in the work environment is usually quiet.  The employee is occasionally exposed to outside weather conditions.  The employee is occasionally exposed to wet and/or humid conditions; high, precarious places; toxic or caustic chemicals; extreme cold; extreme heat; risk of electrical shock; and vibration.  The noise level in the work environment can occasionally be very loud.
8.  CONDITIONS OF EMPLOYMENT
Hours
Council’s outdoor staff work a 38 hour week on the basis of a nine day fortnight. Some variation in work hours may be required from time to time to ensure the efficient undertaking of the position. Additional hours worked are generally recognised in the form of “time in lieu” rather than payment of overtime.
Performance Appraisal 
A performance appraisal will be undertaken on an annual basis utilising performance indicators and include formulation of a career path and training plan.
Policies and Procedures

The employee who occupies this position must comply with Council's Code of Conduct and all other policies and procedures that affect his or her employment.  
All other conditions of employment are in accordance with the Local Government (State) Award.
9. 
ACKNOWLEDGEMENT

I, ......................................................................................... (Print Name) acknowledge that I have read and understand the duties, responsibilities and requirements of this position.
Sign: ………………………………………
Date: ………………………..

This is not a static document. Management reserves the right to review and amend this Position Description in consultation with the position holder as the need arises.
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