GROUNDWORK PRIDE
JOB DESCRIPTION
	POST TITLE:


	Contracts Supervisor

	SALARY/JOB GROUPING:
	£24,000 – £28,000
Option available to join the Groundwork Group Personal Pension Scheme after qualifying service


	DURATION:


	Permanent

	SECTION:


	Contracts team(GPL)

	LOCATION:


	 Operational areas as required

	REPORTING TO:


	Contracts Manager

	RESPONSIBLE FOR:


	Co-ordination  of day to day activity of teams and delivery of the capital works programme 

	POST HOURS/HOLIDAYS:
	40 hours per week

25 days annual leave plus Statutory Bank Holidays


	SPECIAL CONDITIONS OF SERVICE:
	All posts are subject to references, medical checks, proof of eligibility to work in the UK, and satisfactory completion of a 6 month probationary period


PURPOSE AND OBJECTIVES OF THE POST 
	· To enable Groundwork to fulfill its mission to build sustainable communities in areas of need through joint action, working with the community and partners to improve quality of life and bring about positive change in people’s lifestyles and the environment

· To co-ordinate internal teams and sub-contractors to ensure the delivery of environmental contracts, are within agreed budget and timescale whilst maximising surplus 

· To provide help and support to team members, including ensuring all contracts are delivered on time and completed in a professional manner and to quality standards 

· To procure materials and services within budget to ensure the effective and efficient delivery of the work programme, whilst minimising waste
· To oversee and manage day to day matters related to safe working practices in accordance with Health and Safety policy and procedures. 

· To deputise for the Contracts Manager and provide holiday cover for Groundworkers on site.

· To assist team members in developing relevant skills, knowledge and experience to carry out their duties effectively and efficiently in line with programme of work.



MAIN DUTIES AND RESPONSIBILITIES
1. To co-ordinate the day to day activities of internal teams and sub-contractors including reporting of issues related to team and sub-contractor performance/capability, progress against work programme, attendance and health and safety matters. 
2. To be responsible for the ordering of materials and equipment on sites in line with the capital works programme and procurement rules and regulations of the Company.
3. To co-ordinate and supervise sub-contractors, ensuring they have the correct and most recent designs/plans, that they comply fully with the health and safety requirements of the site and receive site inductions.
4. To be responsible for driving company vehicles (up to 7.5 tonne plus trailer), in connection with the operation of the teams including the day to day maintenance and safety checks of the vehicles.
5. To provide technical support to the site staff in the delivery of contracts as directed by the Contracts Manager.

6. To ensure that work undertaken by the teams complies with the specification and workmanship meets the required quality standards. 
7. To ensure that work undertaken by the teams is recorded and completed efficiently. All teams on site are aware and given targets to meet the agreed deadlines of the contract and profits are maximised at all times through the reduction of wastage and driving through efficiencies.
8. To ensure that work undertaken by all sub-contractors on site is recorded and monitored to ensure agreed targets are met within budget and timescale
9. To adhere to the Health and Safety Policies and Procedures of the Company at all times, delivering toolbox talks providing advice and guidance to safeguard the members of the team and the public.
10. To maintain an up to date log of tools and equipment, HAVS reports and to provide advice and guidance for the safe use of materials and the operation of equipment and machinery by the teams to comply with best practice and prevent damage or breakdown.
11. To assist team members, on site-based contracts, in developing relevant skills in landscaping and minor construction that ensure that added value is retained on site-based contracts.
12. To co-ordinate team member holidays and cover and provide cover on site as required.
13. To represent Groundwork Pride/Trust at meetings, site inductions, pre-contract meetings, and other events where appropriate.
14. To participate in the wider activities of the Trust.  Effective team work is essential so, as well as a need to work on his/her own initiative, the postholder will also be required to work alongside others in many instances.
15. To undertake other duties as and when required by the Trust and Trading Company.
16. To ensure adherence with all corporate Policies and Procedures in place, in particular the Health and Safety Policy and Equal Opportunities and Diversity Policy, that may change from time to time.

17. As a small organisation, it is important that all staff are able to work effectively as a team and provide mutual support.  Therefore, the postholder may be called upon to assist in other aspects of the team and organisation’s activities.
Authority Levels

The post holder will be authorised to:-

· Purchase goods and services subject to policy and procedure

· Supervise contracts teams
Signed: ……………………………………………………
Date: ………………………
PERSON SPECIFICATION: Contracts Supervisor
	FACTOR
	RANKING

(essential/desirable)
	CRITERIA TO BE TESTED BY (TICK AS APPROPRIATE)

	
	
	A application form
	I 

interview
	P presentation
	E 

exercise
	WST work simulation test
	C certificates


	Education and Qualifications
	
	
	
	
	
	
	

	Recognised professional qualification in the Construction/Building industry
	E
	√
	
	
	
	
	√

	Qualification in site supervision, e.g. Site Supervisor Safety Training Certificate (SSST)
	E
	√
	
	
	
	
	√

	CSCS card
	E
	√
	
	
	
	
	√

	First Aid certificate
	D
	√
	
	
	
	
	√

	Knowledge
	
	
	
	
	
	
	

	Understanding of maintenance schedules and contract documentation
	E
	√
	√
	
	
	
	

	Understanding of safe working practices on landscaping and building sites
	E
	√
	√
	
	
	
	

	Microsoft Office, including Word and Excel
	D
	√
	√
	
	
	
	

	Experience
	
	
	
	
	
	
	

	Proven experience in relevant trade or profession
	E
	√
	√
	
	
	
	

	Site-based contracts management including setting targets, monitoring progress and recording work for reclaim
	E
	√
	√
	
	
	
	

	Working on landscape or building sites
	E
	√
	√
	
	
	
	

	Marking/setting out sites, levelling and excavation
	E
	√
	√
	
	
	
	

	Operating plant machinery and power tools
	E
	√
	√
	
	
	
	

	Hard/soft landscaping
	E
	√
	√
	
	
	
	

	Purchasing (e.g. materials, plant hire, labour)
	E
	√
	√
	
	
	
	

	Managing people within a relevant industry
	E
	√
	√
	
	
	
	

	Erecting domestic or industrial fencing, civils including paving, edging, kerbing and boundary walls
	D
	√
	√
	
	
	
	

	Skills
	
	
	
	
	
	
	

	Staff supervision and development
	E
	√
	√
	
	
	
	

	Negotiation skills
	E
	√
	√
	
	
	
	

	Conflict management and resolution
	E
	√
	√
	
	
	
	

	Strong customer service skills – polite, friendly and professional
	E
	√
	√
	
	
	
	

	Good written and verbal communications
	E
	√
	√
	
	
	
	

	Project management
	E
	√
	√
	
	
	
	

	Time and workload management
	E
	√
	√
	
	
	
	

	Ability to make effective decisions and keep others informed of actions
	E
	√
	√
	
	
	
	

	Personal attributes
	
	
	
	
	
	
	

	Strong team player
	E
	√
	√
	
	
	
	

	Flexible/adaptable
	E
	√
	√
	
	
	
	

	Ability to work under pressure and to deadlines
	E
	√
	√
	
	
	
	

	Ability to work to a high standard – good eye for detail
	E
	√
	√
	
	
	
	

	Safety conscious at all times
	E
	√
	√
	
	
	
	

	Willingness to learn new skills
	E
	√
	√
	
	
	
	

	Proactive and self-motivated
	E
	√
	√
	
	
	
	

	Ability to analyse own work area and continuously improve services to customers
	E
	√
	√
	
	
	
	

	Ability to deal with obstacles in a positive manner
	E
	√
	√
	
	
	
	

	Equal Opportunities
	
	
	
	
	
	
	

	Have a knowledge and understanding of Equal Opportunities and Diversity issues
	E
	√
	√
	
	
	
	

	Any Other Requirements
	
	
	
	
	
	
	

	Full driving licence
	E
	√
	√
	
	
	
	

	Ability to travel to other locations, including other Groundwork offices and sites
	E
	√
	√
	
	
	
	


