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 City of Bradford Metropolitan District Council Job Profile
	Reference Number
	TO BE COMPLETED BY JEGS / HR

	Role Title
	Graduate Architect (Trainee)

	Directorate
	Corporate Resources

	Service Area
	 Built Environment 

	Reports to
	 Senior Architect 


	 

	



	Role Purpose (maximum of 3 points, with no sub bullet points)

	
Take an active role in delivering feasibility and design services, providing professional and technical advice to clients, taking instructions, helping to formulate project briefs, and advising on suitable procurement routes and methods.
Under supervision, undertake or procure and oversee a full architectural service from inception to completion, developing competent and well‑coordinated designs, appointing and monitoring consultants where required, and ensuring accurate and timely exchange of information.
Develop skills in evaluating tenders and appointing contractors and consultants, with responsibility for supporting contract administration and project management to ensure high‑quality, efficient delivery within agreed cost and programme targets.



	Duties and Responsibilities (maximum of 15 points, with no sub bullet points)

	1. The Graduate Architect (Trainee) will work within Built Environment on a number of projects under the supervision of the Senior Architect. 

2. Progression through the bands will be dependent upon the postholder being competent in undertaking duties to a higher level of complexity and a lesser degree of direction and supervision. This will be assessed through the Council’s performance management scheme and success in their professional examinations.

3. At more senior bands, the Graduate Architect (Trainee) will demonstrate competency in a wide range of duties and be able to plan their own work. They will be able to use their knowledge to identify solutions to problems that arise in their work.

Main Duties 

4. To take clients’ briefs or assist and support the Project team /Project Manager in the briefing process and analysing in terms of quality programming and cost targets, agree project work with Clients and ensure targets are achieved.  

5. Undertake or procure and oversee the provision of feasibilities, outline proposals, scheme designs, detail designs, preparing regulatory applications, production information, tender actions, project planning, contract administration, operations on site and completion. 

6. Effectively lead the work of any technical and professional support appointed to a design team to ensure close and effective co-ordination with other building professionals and agencies. Produce effective documentation and records to ensure projects are well designed, built and commissioned in accordance with the agreed brief. Inspect work of Consultants and Contractors to ensure acceptable standards from contractors.

7. Keep abreast of new developments, techniques, materials and legislative changes through relevant training and Continuing Professional Development, actively working towards RIBA Part 3 accreditation.

8. Be conversant with CDM, Building Safety Act (BSA) and Service Health and Safety Policy ensuring that safe working practices are followed at all times. Carry out risk assessments and be responsible for own safety and for that of colleagues and the public where appropriate. 

9. To be responsible for providing an effective and efficient service within the team in accordance with Service Plans. Providing the best available solutions for buildings, energy and environmental needs and the end user.

10. Administer contracts, preparing tenders and contract documentation, issuing instructions, variations, certify valuations, monitor works, final accounts, issue all certifications and all other associated duties in respect of projects as allocated.

11. Work collaboratively within a large project team and foster good working relationships both within the service and with all stakeholders

12. To report on progress and represent the section at design team meetings, site meetings and following site inspections. You will be confident in the use of digital systems to access project information and record progress.

13. Promote and keep abreast of Revit, CAD, IT, BIM, CAFM and IWMS employed within the office. Help develop when required and use to full potential all available information technology Give committed support to agreed office systems to increase the efficiency of the operational process and end product.

14. To ensure that Quality Systems, council policies and procedures implemented and complied with. Ensure prioritisation, implementation and development of the Council's Equal Rights Policies in relation to employment and service delivery. Contribute to lessons learned processes to make recommendations for any change in policy.

15. Deputise for Senior Architect as required and undertake any other additional reasonable duties requiring comparable training and expertise that may be allocated from time to time




	Dimensions of role (direct or indirect as applicable) e.g. total number of staff managed, total budget, total scope of role

	Supervisory/ Managerial Responsibilities:
Responsible for co-ordinating work of any consultants and contractors appointed to a project.
To provide an efficient and cost effective architectural and procurement advisory service in conjunction with other sections in the service.
To act as a Project lead on client’s behalf on architectural and building-related projects for minor projects.
Responsible for the security of confidential and commercially sensitive information.
Work within a multi-disciplinary team of internal and external building professionals to find commercial or practical solutions to problems.
To be able to use own initiative in the management and prioritisation of own workload as necessary to reflect changing priorities and meeting changing deadlines.
To instruct orders to be placed and authorise accounts to agreed levels.
To assist in the financial control and monitoring of systems relating to contracts. Liase and or advise clients on procedures and practices relating to technical aspects of contracts.
Provide technical procedural advice to and support to a wide range of departments, services, schools/ Academies, senior management, governors and other officers involved in building management, modification and or repair.
Instruct, supervise and provide technical expertise to contractors as necessary to ensure work is carried out to specification and in accordance with timescales/ programme.
Supervision and Guidance:
To meet the objectives set by the Senior Architect, exercising initiative and personal and professional judgement.
Directly responsible to the Senior Architect from whom professional, technical and policy guidance is received.  However, the post holder is expected to exercise a high degree of judgement and initiative to carry out the delegated tasks with minimum supervision and only reporting on complex issues.
To make decisions on all architectural and building related matters, using the highest professional and technical expertise, within Council standing orders and financial regulations, statutory requirements and terms and conditions of external funding bodies.  
To consider options for delivery of service and to make decisions where feasible alternatives exist.
Act on instruction or general guidance also received from appropriate managers on policy and procedural   matters.
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 Person Specification
	Knowledge / Skills / Experience required

	EXPERIENCE:
A minimum of 1 year Part 1 year relevant construction experience and a good understanding of construction methods. 

Track record of working collaboratively within a large project team, to act in a spirit of mutual trust and cooperation in the interests of the project.  

Knowledge of construction contracts and the impact of events / risks, tasks, decisions and timeframes.

QUALIFICATIONS:

Recognised undergraduate degree or Apprenticeship in Architecture as prescribed by the ARB.

Recognised Postgraduate Degree in Architecture such as a BArch, MArch, or Diploma, that is prescribed by the ARB to meet RIBA Part 2.

TRAINING:

Willingness to undertake Part 3 Qualification and see opportunities for further development  Evidence of personal self-development. 

SPECIAL KNOWLEDGE:
· Knowledge of a variety of building contracts including JCT and NEC forms of contract 
· Sound knowledge of relevant legislation including Building regulations, Health and Safety / CDM legislation, Building safety Act, Equalities Act and good working practices. 
· Ability to demonstrate a commitment to service excellence, be committed to delivering to agreed quality standards.
· Confident in the use of digital systems to access project information and record defects
· Willingness to develop understanding of Council standing orders, financial and budgeting control procedures.
· Familiarity with different procurement routes eg.Traditional, Design & Build and PFI 


EQUALITY:
Candidates should indicate an acceptance of and commitment to the principles underlying the Council's Equal Rights Policies/Practices.	

DISPOSITION   ADJUSTMENT/ ATTITUDE:
To be proactive, display self-confidence and personal drive. To be courteous and diplomatic.  

To have and maintain personal and technical credibility. Positive and progressive attitude with ability to challenge and intervene when necessary.	

Demonstrate the ability to work with others in a team approach.

PRACTICAL & INTELLECTUAL SKILLS:
Use a range of specialist ICT systems across own work area, Autocad, Revit, NBS, MS project. Capable of implementing projects utilising Integrated Workplace Management (IWMS) processes.

Uses, interprets, analyses, communicates complex verbal and numerical information. 

Be well organised, able to make decisions, achieve objectives and meet deadlines.

Ability to write clear and concise reports. Be confident with digital systems and have a creative approach to problem solving. 

Candidates must have a high level of organisational ability and able to balance competing priorities.  To use initiative appropriately and work with minimum supervision.	

CIRCUMSTANCES PERSONAL:	Eligible to work in the United Kingdom in accordance with the Asylum and Immigration Act 1996.
Must be prepared to work outside normal working hours as required including contractors hours such as shift work, weekends, bank holidays etc.
Should hold a current driving licence and must have access to and be willing to use a car which is comprehensively insured for business purposes (or be prepared to acquire one) – assisted car purchase scheme available if necessary.
Should live within commuting distance of work location

PHYSICAL/SENSORY:
Must be able to perform all duties and tasks with reasonable adjustments, where appropriate, in accordance with the Equalities Act.
Must be able to access buildings and construction sites as required by the duties of the post, which may involve climbing scaffolding, using ladders, and working at height.

AN EHANCED DBS CHECK WILL BE REQUIRED PRIOR TO APPOINTMENT TO THE POST




	Key benchmarked competencies, traits and motives required to successfully deliver the role  These will support recruitment, succession planning, development and performance management 
	Essential

	Health and Safety
	Uses knowledge of Health, Safety policies, procedures and regulations including risks in own area of work
	Yes


	IT Packages
	Uses a range of complex IT packages relating to area of work


	Yes

	Service Improvement
	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	Yes

	Continued professional Improvement
	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical /specialist area
	Yes

	Communication
	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.

	Yes

	Numeracy & Literacy
	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities
	Yes

	Relevant Professional Qualification
	Recognised Postgraduate Degree in Architecture such as a BArch, MArch, or Diploma, that is prescribed by the ARB.

	Yes

	Carries out performance management
	Covers the employees’ capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.
	Yes

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

	Yes

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

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

	Yes

	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.

	Yes

	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.

	

	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.

	

	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.

	


	
	Applicants with disabilities are only required to meet the essential special knowledge requirements (clearly marked)

	
Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the postholder is required to meet  the Lower threshold level.
You should be able to demonstrate that you can use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation even though you pause to think of the correct words with the ability to express and make yourself understood (this will also be tested during the interview).





	Completed by:

	
	Date:
	

	Quality checked:

	
	Date:
	



Built Environment
Design and Compliance Services team Manager


Senior Designer


Senior Architect


Graduate Architect
Trainee 


Senior Clerk of Works


CAD Technician


2no. Building Clerk of Works


M&E Clerk of Works



Architectural Technologist 
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