
Job Description                                                          
	Post title

	Highways Maintenance Manager

	Job Evaluation

	N11481

	Grade

	Grade 10

	Service

	Neighbourhoods and Climate Change

	Service area

	Highway Services

	Reporting to

	The post holder will be responsible to the Contracts Manager.

	Location

	Your normal place of work is Meadowfield. However, you may be required to work at any council workplace within County Durham-Plus Hybrid Working

	Disclosure and Barring Service (DBS)

	This post is not subject to a Disclosure

	Flexitime

	This post is eligible for flexitime

	Politically restricted

	This post is not designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



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 Services’ financial objectives.

Duties and Responsibilities
Listed below are the responsibilities this role will be primarily responsible for:
To assist in ensuring the effective and efficient management of staff and operatives in accordance with the County Council’s Policies and Procedures.

To organise and control resources required on a day to day basis for those projects assigned to the postholder.

To identify and plan resource requirements and to prepare project programmes of work as necessary and liaise with the Area Manager accordingly.

To control any sub-contracted activities and ensure co-ordination and control of associated operations.

To assist the Contracts Manager in the overall planning and programming of work in the operational section.

To have an understanding and experience of contract procedures and to ensure compliance with contractual requirements.

To ensure the accurate setting out of all projects assigned.

To ensure the submission of accurate and timely measurements and costing records and to assist in the job costing process and the preparation of valuations.

To assist in the identification and processing of contractual claims and variations.

To liaise with Strategic Highways staff and, by regular communication, to develop close professional working relationships.   

To provide technical assistance to Foremen and workforce.

To maintain accurate site records, monitor progress and report accordingly to the Contract Manager.

To ensure full compliance with Health and Safety Legislation and all statutory obligations relevant to projects and services assigned, including Temporary Works Coordinators role.

To liaise with Customers, Public Utilities and bodies, companies, property owners and the general public. 

To assist the Contracts Manager in the development of the skills of the workforce by identifying training needs and implementing training procedures including IT.

To ensure full compliance with procedures relating to the Operator's Licence for vehicles and plant under the postholder's control.

To provide assistance, as required, in the pricing and preparation of tenders and other works as directed by the Contracts Manager.

To ensure prompt completion of information to ensure compliance of the process for the Streetworks Permit Scheme

To ensure completion/compliance with IT systems i.e Myview/Track you/Symology etc.

To prepare project prime documentation and submit promptly in accordance with written procedures and associated deadlines, paper based or electronically 

To work in conjunction with the Highways Services and the Contracts Manager in developing and maintaining effective and efficient Winter Maintenance Policies and Procedures and to take control of all activities operated from within the postholder’s area.        
                                          
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 Highways Manager.

Organisational Responsibilities
Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder 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 your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	Qualifications






	NVQ Level 3 Supervisors or equivalent or in a closely related discipline
	HNC or equivalent/higher qualification in Civil Engineering or in a closely related discipline.

An appropriate Management qualification.

CITB Construction site Managers Safety Certificate.

Evidence of C.P.D

Temporary Works Coordinators



	Experience






	Experience in the management of works of highway maintenance and construction.

Experience in the application of Health & Safety legislation and procedures on highways sites.

Experience of Quality Management Systems (ISO 9001 or similar
	Experience in the bridges, construction and maintenance of highways related structures including specialist surfacing treatments.

Experience in the application of appropriate personnel policies and procedures.


	Skills and Knowledge 






	Knowledge of engineering contract documentation and associated measurement and valuation procedures.

Ability to undertake appropriate financial control.

Excellent organisational skills and ability to lead and manage staff and workforce.

Ability to manage resources to ensure continuous improvement in services.

A sound understanding of health and safety legislation and issues.

Good negotiating skills.

Ability to present information both verbally and in writing in the preparation of correspondence and reports.

Ability to work as a member of a Team.

IT skills

Sound knowledge of Street Works permitting process

	Knowledge of Engineering Contract Documentation and associated Measurement and Valuation procedures.

Knowledge of the ICE Conditions of Contract and other Contract documentation related to Highway works.

Knowledge of Best Value legislation and procedures.

Knowledge of Partnering.

Negotiating skills.

Customer Care skills.

Knowledge of Investors in People

	Personal Qualities






	Ability to motivate and support foremen and workforce – a good leader.

Good communicator.

Ability to motivate and support staff and workforce.

Ability to work under pressure.

Travel is an essential requirement of the post

A flexible approach to working hours.
	Innovative and creative thinker.

Self motivated
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