

	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Planning, Transportation & Highways

	POST TITLE: Clerk of Works / Senior Clerk of Works 
	REPORTS TO: Principal Engineer – Highway Structures

	GRADE: Band 7 – SO2
	SAP POSITION NUMBER : 11007510


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	1. To undertake and assist in the supervision, administration and maintenance of civil engineering works ensuring compliance with latest engineering principles and standards, specification and design details having due regard to safety, work planning and budgetary control.

2. To support the Senior/Principal Engineer in managing highway improvements and other schemes across the Bradford District. Sharing information and co-ordinating actions with other units. Working with other parties having an interest in transport provision in Bradford seeking to improve the District through an integrated approach.
3. To take a leading responsibility for controlling the quality of construction work by drawing to the attention of contractor’s staff the Council’s requirements in relation to workmanship and materials, advising them of any shortcomings and issuing instructions to contractors within the scope of delegated responsibility.

	Main Responsibilities of Post: 

	The post holder will be assigned to one of the following teams:

a) Highway Structures

Duties will include most or all of those listed below according to the degree of experience and training reached or the team placement within the Service’s overall structure.

1. Undertake supervision of civil, highway and structural construction works, including undertaking checks for compliance with drawings, specifications & other safety/materials/workmanship requirements and directing the actions of external contractors.  

2. Take a lead responsibility for controlling the quality of construction work by drawing to the attention of contractor’s staff the Council’s requirements in relation to workmanship and materials, advising them of any shortcomings and issuing instructions to contractors within the scope of delegated responsibility. Sample materials (or arrange for sampling by specialist third parties) and workmanship and arrange testing of materials for compliance with specification as necessary.  Direct remedial action where testing demonstrates failure of compliance with specification.
3. Support the Senior/Principal Engineer in managing improvements and other schemes across the District.  Share information and co-ordinate actions with other Units including actively working with other parties having an interest in transport provision in Bradford District, seeking to improve the image of the District through an integrated approach.

4. Liaise with contractors and others in the development of programmes, methods of working, maintenance of quality and co-ordination with Statutory Undertakers’ works programmes throughout the District.

5. Comply with the Service’s Health & Safety Policy and with the requirements of the Construction (Design & Management) Regulations (CDM) and other safety legislation.

6. Maintain an up-to-date knowledge of highway engineering techniques, modern construction methods, health and safety legislation and practices and the application of new technology.  Understand the requirements of Codes of Practice technical and advice notes and ensure that such requirements are applied. Be similarly conversant with legal requirements and procedures.

7. Monitor and maintain detailed daily records of plant operations, delivery and use of materials, record contractors’ performance on Dayworks and other operations for payment and claim purposes, assist in the verification and authorisation of claims for payment in compliance with the Council’s Standing Orders and Financial Regulations acting within scope of delegated authority commensurate with experience and seniority.
8. Communicate effectively and integrate service delivery within the Planning, Transportation & Highways Service, keeping customers and providers clearly informed of priorities, targets and progress. Be aware of the political dimension of a local authority and be responsive to the legitimate interests of local Ward Members.  Exercise considerable negotiation skills in ensuring compliance with Council requirements where deficiencies in service provision are identified.
9. Carry out investigatory work and technical surveys/inspections and assessments in relation to highway, structures and civil engineering works and make initial recommendations regarding priorities for works/schemes in accordance with best practice. Develop work programmes and assist in their implementation.

10. Produce high quality work within tight time and cost constraints. When required to do so in the event of an emergency, assist in the provision of engineering expertise at the scene of an incident, give advice and organise emergency works and long term solutions.

11. Contribute to the development of alternative solutions to engineering problems and formulation of recommendations, preparation of contracts for highway, structural and civil engineering works associated with private street works, private developments and other civil engineering works.

12. Undertake, plan and arrange continuing professional development (CPD) activities on behalf of self and others in areas appropriate to role.  Maintain a detailed up-to-date knowledge of appropriate techniques, statutory instruments, legislation, application of new technology and materials appropriate to role within Service. Understand the requirements of design manuals, codes of practice, technical instructions and memoranda and ensure that such requirements are applied. Have similar regard to legal requirements and procedures. 
13. Represent the service at meetings internal to the Authority and with external bodies and members of the public at the appropriate level commensurate with experience. Attend Court as an expert witness on behalf of the Council when required to do so.
14. Take responsibility for preparation of schedules of remedial work and estimation of claims from financial institutions and/or surety’s in relation to rectifying or completing outstanding highway, structural or civil engineering works arising from third party developments. Arrange for the procurement of said works through entering of orders on the Council’s Insight Works Ordering system and the financial administration of the claim process.
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Note – The above structure may change slightly to reflect the specific team to which the post is allocated, however the reporting hierarchy will remain unchanged.

	Special Knowledge Requirement: Will be used for shortlisting.


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Carries out the working practices, procedures and basic operations across the supervision of highway construction and maintenance activities.
	X

	Understands and applies health and safety working practices, including risk in own area of work and/or across other areas of work acting as a Clerk of Works 
	X

	Uses a wide range of basic computer applications 
	

	Knows the costs for products and services within own area of responsibility
	

	Knows and understands how to analyse, interpret and present complex information from a variety of sources
	

	Able to develop, maintain and use appropriate monitoring systems
	

	Effectively communicates and engages with individuals and groups
	

	Able to draft basic/routine letters, emails and reports in a logical and accurate manner and demonstrate adequate verbal skills in discussion, negotiation and when giving advice.
	X

	Able to analyse problems and generate a number of potential solutions
	X

	Apply knowledge of civil engineering construction techniques, understanding of engineering drawings and familiarity with relevant contract documentation.
	X

	Working knowledge of applying the Health and Safety at Work Act 1974, Chapter 8 (Traffic Signs Manual), Construction (Design and Management) Regulations 2015 and New Roads and Street Works Act 


	X


	Relevant experience requirement: Will be used  for shortlisting 


	· Relevant experience in supervision or direction of contractors on highway, structural or civil engineering works with sufficient  experience in supervising highway works. 
· Evidence of continuing professional development, including supervisory skills and technical aspects of materials.

	Relevant professional qualifications requirement: Will be used for shortlisting 


	· Engineering Technician (Eng.Tech) status or Membership of the Institute of Highway Engineers (MIHE) 
Accelerated entry onto Career Grade with higher level qualifications (see “Engineering Career Grade: Responsibilities and Remuneration Package at Appendix 1)

	Core Employee competencies at manager level to be used at the interview stage. 


	Carries Out Performance Management – covers the employees capacity to manage 
their workload and carry out a number of specific tasks accurately and at a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  

	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	Working Conditions:  

	· Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  
· Will be required when necessary to undertake work outside normal hours, including nights, weekends and Bank Holidays.

· Holds appropriate driving licence and has ability to drive to different locations of the district.
· Will be required to attend outdoor sites at all times of the year.

· Must be able to walk significant distances on site each day and climb ladders.

· May be required to work at moderate heights and depths and to enter watercourses and tunnels.

· Progression through the Career Grade will be in accordance with the approved Career Grade (see “Engineering Career Grade: Responsibilities and Remuneration Package” at Appendix 1)

	Special Conditions: 

	You will be informed outline if there is a requirement for the post to have recruitment checks such as DBS, Warner Process.

	Compiled by:

R Gelder
Date: Mar 2014 (Revised Reformatted 

May 2015)
	Grade Assessment Date:

01/04/14 & 03/04/14
	Post Grade:
Band 7 – SO2 (Career Grade)


APPENDIX 1: ENGINEER CAREER GRADE
RESPONSIBILITIES AND REMUNERATION PACKAGE
The responsibilities of an individual at different levels of the Engineer Career Grade (see below) relate to the following requirements at the specified level.

A. Clerk of Works (Band 7-Band 8)

· Provide technical expertise and advice on specific aspects of engineering problems.

· Contribute to the delivery of engineering solutions and updating of systems working as part of a team under direct supervision of the Senior and Principal Engineers.

· The collection of technical information, data processing and assessment to formulate engineering solutions working as part of a team.

B. Senior Clerk of Works (SO1)

· Provide technical expertise on specific aspects of engineering problems and formulate recommendations.

· Contribute to the programming and delivery of engineering solutions working as part of a team under the supervision of the Senior and Principal Engineers.

· The organising of the collection of technical information, data processing and assessment to formulate engineering solutions.

C. Senior Clerk of Works (SO2)

· Provide independent technical judgement, based on evaluation and analytical skills, to produce alternative solutions to a wide range of complex engineering problems and formulate recommendations.

· Mentoring technicians on technical and procedural matters based on a sound understanding of core engineering principles and knowledge of the values of the Council.
Technician/Inspector/Engineer/Clerk of Works Posts

	Scale
	Designation
	Qualifications and Experience

	Band 7
	Clerk of Works
	· ND in Civil Engineering OR Technical NVQ Level 4 in civil engineering OR other academic qualification accredited by the Engineering Council as being appropriate for Engineering Technician Status OR Completion of National Apprenticeship Scheme OR External Lighting Diploma.

· Eng.Tech status OR Further progression with Membership of the Institute of Highway Engineers (MIHE)

· Band 1 Engineering Competencies demonstrated to minimum GOOD standard.

	Band 8
	
	As Band 7 plus:

· HNC/D in Civil Engineering or related discipline (pre 1999 intake) OR BSc(Hons) Degree in Civil Engineering (post 1999 intake) OR Technical NVQ Level 6 in Civil Engineering OR Other qualification accredited by the Engineering Council as academic base for Incorporated Engineer.

	SO1
	Senior Clerk of Works
	As Band 8, plus:
· Further progression with Engineering Technician status OR I.Eng. Training Scheme Completion Certificate OR Fellowship of the Institute of Highway Engineers (FIHE) OR CILT or Internal TPP Training Review.

	SO2
	
	As SO1 plus:

· Band 2 Engineering Competencies demonstrated to a minimum GOOD standard.
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