	Service:
	Regeneration and Local Services

	Service Grouping:
	Highway Services


	1. 


	Post Title:
	Estimator

	2. 2.
	Post Number:

	NTS 75

	3. 3.
	Grade:



	Grade 9
Job Evaluation Reference No. N7786

	4. 
	Location:
	Your normal place of work is Meadowfield.  However, you may be required to work at any council workplace within County Durham.


5. Relevant to this Post:

Flexible Working:
Subject to Service needs the Council’s flexible working hours policy is applicable to this post.
6. Organisational Relationships:
The post holder will be accountable to the Estimating Manager.
7.
Description of Role:

To assist in ensuring the timely completion of works operations so as to achieve the optimum balance of customer and employee satisfaction together with achieving the Service’s financial objectives.
8.
Duties and Responsibilities Specific to this Post:
Listed below are the responsibilities this role will be primarily responsible for:
· To assist in the timely pricing and preparation of tenders and quotations, and the preparation of related quality submissions as directed by the Estimating Manager.
· To prepare/review initial job files and to ensure the completion of them for issue to operational staff.
· To have a good knowledge of contract procedures and documentation.

· To be conversant with computer based tendering and valuation techniques.

· To ensure that ‘hot-costing’ of projects, where appropriate, is completed on a weekly basis from prime documentation prepared by operational staff.

· To prepare project cost appraisals and other data as directed by the Estimating Manager.

· To ensure the timely generation of agreed valuations based on measurements taken either personally or from records prepared by operational staff and to submit them to the Finance.

· To work with the Estimating Manager and/or operational staff to identify and evaluate contractual claims/variations.

· To optimise financial return on work carried out with due regard to customer satisfaction.
· To assist in the maintenance and improvement of the systems required for continued monitoring of the financial performance of the team.

· To liaise with Finance staff regarding financial controls, performance and valuations, and the production of related reports.

· To promote and assist in the accurate maintenance of site records and associated reports.

· To assist in the identification and planning of resource requirements and the preparation of project programmes.

· To liaise with Strategic Highways staff and customers to develop close professional working relationships.

· To provide contractual support and assistance to operational staff.

· To maintain an awareness of new materials, methods and procedures which will enhance the commercial position of the Service.

· To liaise with operational staff in pre-start, in progress and post completion procedures.

· To investigate new business opportunities.

· To ensure full compliance with Quality System requirements, and a high standard of customer care.

· All employees are expected to actively promote continuous improvement in service quality and to be fully involved in the implementation of quality systems and techniques.

· To help ensure the continuous improvement of Highways Operations and employees under the standard for Investors in People and to take a full part in the appraisal system both as an appraiser and appraisee.

General

· To carry out such other duties which may be allocated from time to time and which are commensurate with the grading of the post.

The above list is not exhaustive and the postholder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Commercial Group Manager.

9.
Common Duties and Responsibilities:

9.1        Quality Assurance

To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.
9.4
Health and Safety
To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.
9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Council’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.
9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.
9.7
Appraisal


All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.

9.8
Equality and Diversity

To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.
All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.
9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.
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Person Specification – Estimator – Grade 9
	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	· HNC or equivalent qualification in a related discipline.
	· An appropriate management qualification

· Evidence of CPD
	· Application form

· Selection Process

· Pre-employment checks



	Experience
	· Experience in Highway maintenance  or Construction related environment
· Experience in estimating, measurement and valuation activities.
	· Experience in Grounds, Hard landscaping and countryside activities

· Experience in the application of H&S legislation and procedures on highway sites

· Experience of quality management systems
· 
	· Application form

· Selection Process

· Pre-employment checks

	Skills/Knowledge
	· Financial awareness.

· Knowledge of contract documents.

· Exceptional communication and interpersonal skills.

· Numeracy skills.

· Computer skills.
	· Knowledge of best value and partnering.

· Knowledge of Standard forms of Contract.

· Negotiating skills.

· Effective report writing skills.

	· Application form

· Selection Process

· Pre-employment checks

	Personal Qualities
	· Methodical and analytical mind.

· Capability to work to tight deadlines.

· Ability to work under pressure in a cool and efficient manner.

· Capability to work accurately.

· A good team member.


	· Ability to motivate and support workforce


	· Application form

· Selection Process

· Pre-employment checks

	Special Requirements
	· Access to a car or means of mobility support (if driving then must have a current valid driving license and appropriate insurance)

· A flexible approach to working hours.


	
	· Application form

· Selection Process

· Pre-employment checks
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