[image: image1.emf]Cobar Shire Council's corporate values represent who we are as an organisation. They are the agreed guiding principles for how we carry out our duties

Accountability Communication Effective Leadership Integrity Team Work

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

ACE IT


TITLE:
Water & Sewer Co-Ordinator
CLASSIFICATION:
Band 3 Level 3
CREATED:
January 2020
LAST REVIEWED:
January 2021
REPORTS TO:
Water & Sewer Manager
DIRECT REPORTS:
Water and Sewer Team Leaders
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 PURPOSE
( 
Supervise, mentor and coordinator the treatment operations, Cobar water board and water and sewer teams.

· Provide technical support for Council’s Water & Sewer Manager in reviewing and delivering the operations and maintenance program for the water supply and wastewater reticulations networks, ensuring the effective and efficient use of resources that complies with safety, environmental and budget provisions.
· Assist with the implementation of capital works projects relating to Council’s water and sewer infrastructure through effective communication and engagement, while developing and maintaining effective working relationships with all stakeholders both internal and external to the organisation.
· Implement and report on actions from Council’s Drinking Water Quality Management System.

· Contract administration and management on various projects and maintenance tasks as required.

· Actively participate in the operation of the Engineering Services Department in a commercially orientated manner, projecting and promoting Council in both an efficient and courteous manner.

JOB RESPONSIBILITIES

· Responsible to:
Water & Sewer Manager
· Direct Reports:
Water and Sewer Team Leader, Filtration and CWB Team Leader
· 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 skill, competence and training, to assist Council in meeting its overall objectives.

CORE VALUES
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SPECIFIC ACCOUNTABILITIES

1 WATER & SEWER COORDINATION
1.1 Investigate, develop, plan, budget and coordinate aspects of the business’ operations including but not limited to the operation of water and sewerage treatment infrastructure.

1.2 Supervise, mentor and assist the Treatment Operations, Water Board and Water and Sewer teams, ensuring that work is planned and delivered against performance targets.

1.3 Develop and document work practices and procedures as required.

1.4 Assist in developing, implementing and evaluating department goals (works program) and establish performance outcomes to achieve these goals.

1.5 Carry out work in accordance with legislation, regulation and appropriate standards including but not limited to the Water Act 2000, Australian Standards and the Workplace Health and Safety Act.

1.6 Prepare documentation/reports as required that may include but not be limited to statutory reporting, funding applications, budgets, project progress and management reports.

1.7 Undertake auditing of assets against best practice and Australian Standard guidelines.

1.8 Actively contribute to and assist in the management of enterprise risk.

1.9 Ensure community satisfaction by direct contact with the general public when required.

1.10 Prepare contract and quotation documents, administer contracts and undertake the role of Site Supervisor where required.

1.11 Manage team leaders to ensure the effective planning and completion of all maintenance and construction works.  This will include the facilitation and co-ordination resources of all types to ensure the timely, economic and satisfactory completion of all works to the “best practice” principles.

1.12 Ensure the safe, compliant and efficient delivery of water and sewer services through the most effective technical and managerial initiatives as well as ensuring compliance with the Australian Drinking Water Guidelines, Department of Planning, Industry and Environment, NSW Health, Environment Protection Agency, and NSW State Legislation.

1.13 Assist in the management of asset management and renewal plans for all water and sewer infrastructure throughout the Shire, including the Villages.

1.14 Project management including contract supervision and the preparation of project management plans for minor construction projects.
1.15 Assist in the administering of contracts, including evaluation of progress claims, variation claims, extension of time claims, and performance monitoring. 
1.16 Conduct and report on inspections of work in the field to ensure that the desired intentions and quality are being achieved.

1.17 Provide professional, technical advice in the planning and design of infrastructure projects specifically relating to drainage, stormwater, water and sewer – but may also include roads, bridges, flood mitigation, paths, cycle ways, Council buildings, recreational facilities, aerodrome open space areas. 

1.18 Review expenditures monthly for the works program.
1.19 Ensure all records are filed appropriately in Council’s Records Management System.

1.20 Actively liaise with other staff, working collaboratively with other departments across the organisation in a positive team atmosphere when required.
1.21 Exhibit Council’s core values in all that you do and say, demonstrating behaviour above the line, setting a positive example to inspire staff around you to do the same.

1.22 Any other duties reasonably requested by Council within the skillset of the job holder.
2
Plant and Equipment
2.1
Ensure that Council’s plant, vehicles and equipment are operated in accordance with the Motor Traffic Act, Council Policies, Council’s Code of Practice for the Operation of Plant and Vehicles and relevant guidelines of the WorkCover Authority and work health and safety legislation.
3 WHS RESPONSIBILITIES
3.1 Ensure all appropriate actions are taken to implement Council’s work health and safety policy, and procedures to satisfy legislative requirements by promoting the policies and procedures in the workplace.
3.2 Ensure regular monitoring of work health and safety performance in area of responsibility by conducting workplace inspections, developing a hazard register, conducting audits where appropriate, holding regular team meetings and using hazard reporting processes.
3.3 Commitment to work health and safety by participating in formal and informal discussions, workplace visits, hazard investigations, etc
3.4 Undertake accident/incident investigations.
3.5 Liaise with work health and safety representatives in relation to WH&S issues.
3.6 Ensure safe work practices, correct utilisation of PPE and compliance under the WHS Act. 

3.7 Improve health and safety performance by initiating action based on audit, inspection results and feedback from staff.
3.8 Undertake regular inspections to assist in the identification of hazards by developing a schedule of inspections and implementing them.
3.9 Attend health and safety meetings, as required.
3.10 Provide new employees with health and safety induction training and specific job training.
3.11 Facilitate the rehabilitation of injured workers.
3.12 Ensure employees are aware of the health and safety management systems and specific workplace hazards by holding regular meetings with staff, conducting random inspections to ensure correct health and safety procedures are being implemented by staff.
3.13 Provide staff with a clear definition, in writing and by explanation, of all work procedures.
3.14 Develop health and safety procedures, where required.

SKILL DESCRIPTORS

Authority and Accountability
· A thorough knowledge of the structure, functions and processes of the job holder's own section is required to competently complete the tasks required.

· As a specialist, job holder may provide technical advice to senior management on major areas of policy or on key issues of significance to the organisation. The position would have an important role in the overall performance of the water and sewer functions of Council.

Judgement and Problem Solving

· The job holder is expected to determine the program of works for maintenance of Council assets with minimal review by senior management.

· The job holder may oversee problem-solving and assessment of the quality of judgements made by less qualified staff, occasionally requiring creativity and originality to solve problems of a complex or technical nature.

· Sound judgement is requirement when interpreting relevant legislation, policies and guidelines.
· Demonstrated high level of initiative and self-motivation.
Specialist Knowledge and Skills

· The position requires knowledge and skills for the direction and control of a key function of council or major functions within the Engineering Department.
· The position requires an in-depth knowledge of information technology systems including the Microsoft Office suite, AutoCAD (or similar) and other relevant IT systems.

· Proficiency in the application of engineering and construction principles and practices

Management Skill

· The position works with professional or other staff in the planning, implementation and review of major programs, as well as participating as a key member of a functional team.

· The job holder is responsible for the frequent co-ordination of and communication with other workers to gain co-operation for work production or service quality.
· The job holder is expected to co-operate with colleagues in creating smooth workflow, including assisting with each other’s work when necessary.

Interpersonal Skill

· Highly developed communication (oral and written), customer service, negotiation and interpersonal skills, including the competence to provide professional advice, articulate complex reports and provide high-quality documentation to a variety of stakeholders.

· The ability to build and maintain effective relationships with the team, customers, contractors and management, and foster a culture of open communication, high productivity and staff satisfaction

· The ability to influence internal and external stakeholders to achieve operational objectives.

· Ability to work with limited supervision and meet deadlines.
Qualifications and Experience

· The preferred qualifications for this job are relevant tertiary qualification or similar experience in management or relevant trade qualification (plumber or fitter) combined with a minimum of three (3) years’ experience in a similar supervisory operational role within the water/sewer industry.
· Current Class C Drivers Licence.
SELECTION CRITERIA

Essential Criteria

· Current Class C Drivers Licence.
· Tertiary qualification (engineering or similar) or suitable experience in management and leadership or relevant trade qualification (plumber or fitter) combined with a minimum of three (3) years’ experience in a supervisory operational role within the water/sewer utility or similar industry.
· Detailed knowledge of relevant specifications, legislation, and regulatory requirements in relation to water and sewerage operation, maintenance and construction activities.
· Demonstrated ability to plan, manage and organise self and others to ensure a high performing team and the timely completion of allocated tasks.
· Highly developed communication (oral and written), customer service, negotiation and interpersonal skills, including the competence to provide professional advice, articulate complex reports and provide high-quality documentation to a variety of stakeholders.
· Well-developed analytical, investigative and problem-solving skills, with the ability to think laterally to develop potential options and recommendations for resolutions.
· Effective time management skills, including but not limited to, working independently, determining priorities, managing competing priorities, setting and meeting deadlines and organising own workloads with minimal supervision.
· Knowledge of and commitment to work health and safety (WHS) management practices, processes and requirements.
Desirable Criteria

· Previous working knowledge and understanding of the Local Government Act 1993 and other legislation relevant to the functions of the local government.
· Previous experience in water and sewerage treatment plant operations.
CONDITIONS OF EMPLOYMENT

Salary

The position has been evaluated as being as Band 3 Level 3 in accordance with the Local Government (State) Award.
Hours

Operational staff work a 38-hour week over a nine-day fortnight. Some variation in work hours may be required from time to time to ensure the efficient undertaking of the position, including responding to emergency call out situations when required.  
Smoke Free Work Environment

Council operates a smoke free environment in Council buildings and vehicles.

PRE-EMPLOYMENT SCREENING
Prior to commencement with Council it may be necessary to undergo the following pre-employment screening (at Council’s expense):

· Medical examination (which includes drug and alcohol testing)

· National Police Check

Performance and Development Review

A Performance and Development Review will be undertaken on a yearly basis utilising the 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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JD – Water & Sewer CoOrdinator
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