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SOUTH GIPPSLAND SHIRE COUNCIL

POSITION DESCRIPTION

POSITION:
Caravan Parks Maintenance Officer 
DIRECTORATE:
Development Services
DEPARTMENT:

Economic Development Tourism and Customer Service
CLASSIFICATION:
Band 3
EMPLOYMENT STATUS:
Fixed Term Full Time ending 30 June 2018
CURRENT OCCUPANT:
Vacant
DATE:


February 2017
ORGANISATION OVERVIEW
South Gippsland is a place like no other.  We have a diverse community and economy set in a magnificent natural environment.   We serve our people with genuine well-meaning and strive always to deliver the best outcomes we can.
We are passionate about building and sustaining a great workplace, principled leadership, and providing great opportunities.  Our values are present in what we do and how we do it.  With a renewed focus on innovation and collaboration, valuing difference and a belief that teams can achieve amazing things, there is a lot to look forward to. 
We want to genuinely make a difference to the lives of all those who touch our community, and be part of creating ‘a great place for us’.
DEPARTMENT / TEAM 
The Economic Development, Tourism and Customer Services department has 5 teams being Economic Development, Customer Service, Visitor Information Centres, Coal Creek and the Caravan Park team. 

The Caravan Park team is responsible for the management and maintenance of Council’s two crown land caravan parks in Port Welshpool and Yanakie. 

ORGANISATIONAL RELATIONSHIPS:
Reports to:

· Primary - Caravan Park Coordinator
· Alternate onsite - Caravan Park Caretakers 
Direct Reports:
· Nil

Key Internal Relationships:
· Caravan Parks team
Key External Relationships:
· Residents and members of the public
· Tourism industry groups
· Visitors to South Gippsland 
· Visitor Information Centres outside of South Gippsland
· Local businesses

1. POSITION PURPOSE
· The position of Park Maintenance Officer is to be part of a Park Crew to assist with the completion of general and specific maintenance projects at both Yanakie and Long Jetty Caravan Parks

· The position’s primary role is to maintain the exceptional level of cleanliness and evidence of maintenance of the buildings within  the Parks.  

· Holidays are to be taken during off-peak periods/low patronage periods between May and August. 

2.
KEY RESPONSIBILITIES
Cleaning

· To ensure the Park’s assets are routinely cleaned and maintained at the highest level of customer satisfaction.  This includes but not limited to:

· Amenity blocks

· BBQ areas, camp kitchens and recreation rooms

· Play areas

· Signage

· Internal roads

· Site and site markers

· Shelters

· Kiosk

· Collection and emptying of garbage bins

Grounds and Building Maintenance
· Ensure appropriate general maintenance of buildings, gardens, lawns, edging, road and track, fences, picnic facilities

· Address maintenance repairs/replacement as necessary to achieve the quality standards of the Park’s facilities

· Ensure that all work is carried out to recognised standards relevant to the particular trade

· Ensure that all specialist tools and equipment are operated and maintained correctly

· Maintain and control adequate stock levels of specialist matters to trade and to verify price and delivery details of items

· Inform Park Supervisor of possible stock shortages

· Prepare job schedule timetable in discussion with Park Supervisor

· Identify and resolve on the job problems

· Notify Park Supervisor if specialist help is needed

· Provide routine inspections for all of the Park’s structures, lighting and signs

· Undertake routine painting and oiling of designated structures

· Implement and monitor park conditions to facilitate a safe, healthy, harmonious and peaceful camping environment

Customer service

· Provide minimal support with kiosk and reception duties
· Customer liaison with campers
· Maintain camper satisfaction and confidence by the delivery of timely expectations

Safety
· Report any matters which may impact on the safety of Council employees, community members, or Council assets and equipment

· Contribute to emergency management activities when required and directed by Park Supervisor
· Ability to perform manual handling tasks within boundaries of safe work practices
3.
ACCOUNTABILITY AND EXTENT OF AUTHORITY


The position is authorised to/responsible for the following:

· Accountability for the timely completion  of maintenance tasks 

· Report to the Caretaker through weekly progress meetings
· The ability to work with minimal supervision
· Accountable to comply with the requirements of Occupational Health and Safety
· Accountable to act in accordance with the Councils policies and procedures. Where you do not know, you are obligated to find out
· Accountable to complete the requirements of the role, work as a valued member of the team, and do your best for the community and the Council
· Demonstrate commitment to support and embrace a continuous improvement environment and culture within the organisation
· Accountable to demonstrate and encourage appropriate safety practices, report inappropriate behaviours and incidents, participate in training provided, improve work practices to reduce risk

4.
JUDGEMENT AND DECISION MAKING SKILLS

Judgment and decision making will be within the ambit of the following:

· The objectives of the work are well defined but the particular method and equipment to be used must be selected from a range of available options

· Guidance and advice are always available from the Caretaker and/or Coordinator

5.
SPECIALIST SKILLS AND KNOWLEDGE
The skills and knowledge required to perform the duties of the position include:

· Experience in areas such as carpentry, painting, glazing, flooring
· Ability to perform general cleaning duties
· Demonstrated understanding of OH&S principals

· Skills in safe and competent operation of power tools and equipment

· The ability and skills to provide on the job training and safety to staff and volunteers within the scope of the position and specific tasks

· An understanding of the requirements associated with maintenance and refurbishment of historical buildings 

· Knowledge of maintenance practices and horticultural principles

· Ongoing development of skills and knowledge through attending professional development programs and taking a proactive approach to continually improving skills and abilities

· Safe and competent knowledge and use of parks and gardens machinery (ride-on mowers, chainsaws, whippersnippers, etc)

· Safe and competent knowledge and use of cleaning products

7. INTERPERSONAL SKILLS

Interpersonal skills include:

· Effective communication skills with the ability to update management in oral and written forms regarding works carried out 

· Ability to communicate with the general public

· Ability to work in a team environment

· Ability to gain co-operation and assistance from clients and other employees within the objective and scope of the position

· The ability to work as an effective member of a team to maximise the effectiveness and efficiency of the team 

8.
QUALIFICATIONS AND EXPERIENCE
The qualifications and experience required for the position include:

· A Trade Certificate in Carpentry or equivalent or lesser with building maintenance and/or renovation experience 

· Current Manual Drivers Licence
· Multi-skilled in amenity cleaning, parks and gardens maintenance, minor building maintenance

· Practical experience in a camping ground environment is desirable
· Working with children check desirable
· Current drivers licence 

· Chemical Users Certificate

9.
SELECTION CRITERIA

· A Trade Certificate in Carpentry or equivalent or lesser with building maintenance and/or renovation experience 

· Current drivers’ licence

· Experience in cleaning amenities and other building cleaning 
· Experience in parks and gardens maintenance

· Demonstrated ability to work in a safe manner and follow safety procedures

· Good communication and interpersonal skills  to effectively liaise with service users, public and other Council staff

10.
PRE EMPLOYMENT CHECKS

· Applicants will be required to complete a police check if progressing to the next selection stage
· Applicants will be required to attain a Working with Children card if progressing to the next selection stage

· Applicants will be required to undergo a pre-employment medical examination if progressing to the next selection stage

· Applicants will be required to undergo an Integrity/Psychometric assessment if progressing to the next selection stage

ACCEPTANCE OF THE POSITION (Successful Candidate)

ACCEPTED for and on behalf of the EMPLOYEE
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