REGENERATION AND NEIGHBOURHOODS DEPARTMENT

JOB DESCRIPTION

JOB TITLE:

APPRENTICE – HIGHWAYS, TRAFFIC & 



TRANSPORT 

DIVISION:
TRANSPORT AND INFRASTRUCTURE
GRADE:
APPRENTICE SCALE
RESPONSIBLE TO:
HIGHWAYS, TRAFFIC AND TRANSPORT TEAM LEADER
POST NO.:
CEApp
Purpose of Post

To assist in the provision of highways, traffic and transport related technical services to the Council.
Main Duties and Responsibilities

1 To assist in the keeping and updating of records.


2 To assist in surveying and general measurement on site.
3 To assist in clerical duties within the office where necessary including:
· Data input

· Producing schedules

· Producing plans

· Answering the telephone

· Filing, archiving and record keeping

· Photocopying

4 To assist in producing CAD and GIS drawings for work on site.
5 To assist in engineering design where appropriate.

6 To assist in checking and assessing engineering works on site.
7 To attend training and development courses as required and participation in schemes of assessment, professional development and review. It is a requirement of the post that training is undertaken to complete BTEC or equivalent in Civil Engineering.
8 To assist in ensuring that there is full compliance in:
· Achieving target dates and deadlines

· Health and Safety requirements

· Applying all approved working systems and procedures

· Punctual attendance at work

9 To ensure that all working practices are carried out in a safe manner and report any incidents which may arise, using the appropriate procedure.

10
To act in a courteous manner when dealing with our customers and other appropriate bodies, including keeping appointments when appropriate.

11
Any other duties of a related nature which might reasonably be allocated and required by the Highways, Traffic and Transport Team Leader.
Changes

The work of all Local Government Departments changes and develops continuously which in turn requires staff to adapt and adjust. The functions/responsibilities above should not therefore be regarded as immutable but may change commensurate with the grading of the post. Any such changes will naturally be the subject of discussion and consultation.
