Unit Manager Field Operations

DEPARTMENT FOR TRANSPORT, ENERGY AND INFRASTRUCTURE
JOB AND PERSON SPECIFICATION

	Title of Position:
	Manager Civil & Bridge
	Directorate:
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JOB SPECIFICATION

1. Position Summary

The Manager Civil and Bridge is accountable to the Manager Field Services for the management, coordination and implementation of civil projects and structural maintenance using either departmental or contract resources contributing to timely and effective construction and maintenance services.

2. Reporting/Working relationships

The Manager Civil and Bridge is one of a number of Unit heads reporting to the Manager Field Services, and is responsible for management of group of Public Sector Management Act staff and weekly paid staff.  The occupant also oversees the work of contract staff.
3. Special Conditions

Some out of hours work may be required from time to time as will intrastate travel requiring overnight absences.
The initial location is in the Field Services Section at Walkley Heights.

4. Statement of Key Outcomes and Associated Activities

1. Ensure the efficient control and coordination of construction activities across the State to time, cost and appropriate quality standards in accordance with Field Services objectives and strategies by:

a) liaising with internal and external clients to ensure work for the Section is clearly defined in terms of time, cost and quality

b) maintaining a current order book of work

c) providing sound leadership, overseeing and monitoring professional and technical engineering staff in activities associated with specific construction projects in the State, including day labour contracts

d) coordinating works and advising other departmental sections, councils, public utilities and outside bodies on relevant construction matters

e) determining and monitoring standards of works

f) determining whether departmental or contract resources are used, arranging the preparation of specifications and administering contracts

g) working closely with other Unit Heads within the Section

h) monitoring, analysing and updating financial information and reports

2. Ensure the effective financial and administrative management of the Unit by:

a) establishing and maintaining professional and business performance indicators for the Unit that are designed to evaluate quality, timeliness and cost effectiveness of all Unit activities and providing regular reports to Clients and the Manager Field Services on Unit performance against these indicators

b) managing the introduction, development and maintenance of financial and management accounting systems appropriate for the Unit

c) contributing to the provision of  financial statements for corporate consolidation

d) preparing and managing operating budgets and monitoring capital expenditure

e) reviewing existing financial practices and recommending improvements

f) developing appropriate office management systems

g) managing and coordinating office activities to ensure smooth work flows and effective internal communications.

3. Ensure fair and appropriate human resources management of the Unit by:

a) monitoring and administering work priorities, work loads and work standards, including exercising professional responsibility for subordinate professional and technical staff

b) developing and providing appropriate training and development opportunities for staff

c) maintaining performance levels by undertaking performance appraisals and providing ongoing, constructive feedback to staff and recognising and rewarding performance which is innovative, productive and consistent with core values

d) showing appropriate leadership and encouraging and enabling staff to participate in a broad range of decision making and development opportunities.
e) ensuring a safe and healthy work environment, free from discrimination is provided for employees by:

· implementing departmental human resource policies

· ensuring that the principles of Equal Employment Opportunity, Customer Service and Ethical Conduct are a normal part of doing business

· managing industrial relations issues appropriately as they arise.”

4. Ensuring a healthy relationship with key internal clients by:

a) establishing appropriate relationships

b) meeting with and reporting to key clients on a regular basis to clearly identify their needs and report on works undertaken

c) providing leadership in the area of customer service

d) contributing to the development of departmental policy by liaising with other agencies and acting on various committees

e) contributing to superior project outcomes by ensuring that the expertise that resides within the unit/section is input into planning and design processes

f) contributing to the continuous improvement of Sectional and Agency processes

g) ensuring that projects incorporate the best and most appropriate practices by providing specialist advice in the areas of road construction and bridge maintenance

PERSON SPECIFICATION

1. Essential Minimum Requirements

1. Educational/Vocational Qualifications

a) Professional Engineer.

2. Personal Abilities/Aptitude/Skills/Experience and Knowledge
a) Experience in and broad knowledge of highway engineering which includes:

· extensive experience in the planning, coordination, financial and technical control of road construction
· high level knowledge of the processes of Government and Local Government which impact on construction projects
· knowledge of the principles of Quality Management.
b) Extensive experience in contract administration, specification preparation and the development of business proposals, project evaluations and cost benefit analyses.
c) Proven experience in effectively managing physical, human and financial program resources, including:

· leading, organising and directing the work of professional, technical and operational staff

· undertaking performance management processes

· delegating appropriately and demonstrating sensitivity to the personnel needs of staff

· displaying sound leadership in cultural improvement and change management.
d) High level interpersonal skills which foster effective communication with a wide range of stakeholders by;

· working closely and in partnership with internal and external stakeholders

· representing the region and Department with a high degree of personal integrity and credibility in a variety of different forums including public meetings, community events and committees
· dealing with situations requiring consultation, negotiation and conflict resolution 

e) Demonstrated ability to work with high level professional independence under broad policy direction, express clear and meaningful goals and determine objectives and priorities and the necessary course of action within the framework of the Agency’s corporate goals.
f) High-level ability to write clearly and logically to enable the preparation of concise, accurate and articulate reports and correspondence with appropriate recommendations after undertaking complex investigations.
g) Demonstrated commitment to the principles and practices of Equal Employment Opportunity, Customer Service and Ethical Conduct, and an understanding of, experience in, and ability to manage to the spirit and principles of the Premier’s Safety Commitment and the legislative requirements of the Occupational Health Safety and Welfare Act, utilising AS/NZS 4360 Risk Management, or to an equivalent set of standards.

2. Desirable Characteristics

1. Educational/Vocational Qualifications

a) Post graduate studies in management and/or highway engineering.

2. Personal Abilities/Aptitude/Skills, Experience and Knowledge

a) Knowledge of Strategic Management Process of Transport Services and its implication for various parts of the Agency.
b) Knowledge of the social and economic environment and the resultant departmental responsibility for public involvement and public accountability.
c) Awareness of objectives and functions of Transport Services.

d) Knowledge of commercial practices as they relate to a Business Unit
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