

		

	Role Title
	Highways Maintenance and Drainage Supervisor


	Job Family
	Highways and Traffic Management
Resident Services

	Competency Level
	Principal Officer

	Pay Range / Scale
	PO3

	Purpose
Responsible for managing all Drainage, Routine and Responsive Highway Maintenance associated with the Highway Network in particular for the preparation and supervision of maintenance programmes and contracts.

To take responsibility for operating the Weather and Emergency systems to ensure the provision of quality services in a professional and proper manner.  


	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.
Manage escalated or complex customer issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.

Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.

Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.

	Work is carried out in a way that is safe and without risks to health.

	Job Specific Accountabilities:

	To design, co ordinate and supervise Drainage, Routine & Responsive Highway Maintenance works carried out by Contractors. 

	Highway Maintenance works are carried out to design, within timescales and on budget.

Where adjustments are required that they are effectively reported to senior management for approval. 

	To oversee the cyclical gully cleansing operation including any follow on works and liaison with Thames Water
	Ensure Highways Maintenance schedule meets performance standards.

	To ensure that work carried by the Contractors is to specifications and other contract requirements including negotiating claims, extras and additional rates.

	Highway Maintenance works are carried out to specification, within budget and to an acceptable standard for the needs and safety of all users in accordance with codes of practice, legislation and guidance.



	To assist Engineers and other clients in the development associated with the Capital programmes/ Schemes and other initiatives.

	Highways assets remain safe and useable by all service users.

Council Corporate guidelines and legislative processes and procedures are followed and upheld.

Claims against the council are reduced 


	To interpret detailed plans, drawings, specifications and other documentation for all work and to set out work using specialist instruments as necessary and prepare instructions for work.

	Highway Maintenance works are carried out to specification, within budget and to an acceptable standard for the needs and safety of all users in accordance with codes of practice, legislation and guidance.


	To act as Duty Officer for Out of Hours call out works this will involve acting totally unsupervised to provide out of hours emergency cover to deal with emergencies relating to Highway Network management. To carry out site visits as required.

	Highways assets remain safe and useable by all service users.

Council Corporate guidelines and legislative processes and procedures are followed and upheld.

Claims against the council are reduced 


	To act as Duty Officer for Winter Emergency work this will involve acting totally unsupervised to provide 24-hour emergency cover for Gritting and Snow Clearance, referring to the Highways and Environmental Services managers only in the most serious cases. To carry out site visits as required.

	Highways assets remain safe and useable all service users.

Council Corporate guidelines and legislative processes and procedures are followed and upheld.

Claims against the council are reduced 


	To responsible for monitoring the service provider’s performance and take effective action to ensure compliance with contractual and the Council’s own performance requirements.

	Performance of contracts are recorded, discussed, and monitored. 

Appropriate mechanism is in place to address under performance.

	To measure work completed, agree variations with the client / Contractors, to submit claims for extra costs under the contract, to prepare invoices and to agree sub-contractors’ invoices.

	Highway Maintenance works are carried out to specification, within budget and to an acceptable standard for the needs and safety of all users in accordance with the contract and contract rates.


	To keep abreast of new legislation affecting the section, new materials, new construction methods, plant and transport.

	Legislation and new working practices are monitored on a frequent basis and any changes are reflected in local working practices

	To be responsible for arranging rechargeable work on the public Highway and to arrange for the payments and invoicing.
	Estimates are prepared for highway works using priced bills of quantities, to place orders with contractors and to ensure payments for the works are recovered.


	To investigate and respond to complaints regarding the service in accordance with the Council’s corporate complaints procedure.
	All relevant complaints are responded to appropriately and within the Council’s published timescales.

	To ensure that all time spend on capital works are recharged and income is regularly monitored and managed effectively.
	Relevant working time is accurately recorded and recharged.
Budgets are not impacted upon through failure to recharge 

	To assist in the maintenance of registers of drainage inventory.
	An accurate record of drainage assets is maintained

	To undertake duties of other Highways Officers in their absence.

	Risks to members of the public, staff and others are assessed and appropriately managed

Council Corporate guidelines and legislative processes and procedures are followed and upheld.

Claims against the council are reduced through thorough investigation and positive action

Transparent, documented and consistent approach towards highway maintenance is maintained and corrective action is taken and completed promptly.

	To carry out other duties and tasks, which may be assigned by the Manager to meet the needs of the service.
	Business continuity is maintained



	Nature of Contacts 

Typically involves Heads of Service, and Senior Managers across the authority, and external agencies and organisations providing advice regarding 
May involve direct contact with members of the public.

Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Deal with people at all levels confidently, sensitively and diplomatically.


	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.
Decisions will be made based on Council procedures.
Occasionally the post will be expected to work from other locations


	Key Facts and Figures

Full UK driving licence and use of own transport for Council business required.



	Resourcing

Budget Responsibilities: N/A
Supervisory Responsibilities:  N/A

	Knowledge, Skills and Experience 
1. EXPERIENCE
1.1 Demonstrable experience of working in a Highways Service.
1.2 In managing budgets.
1.3 Experience and knowledge of highway maintenance methods, practices and construction 
techniques.
1.4 Experience in planning and supervising works on the road network.
1.5 Use of SAP /Symology/ Similar systems for financial management and works order systems.
1.6 Interpreting plans and maps in relation to highways works
2. SPECIAL ABILITIES/APTITUDES 
2.1 Able to walk and carry equipment for highway works 
2.2 Ability in prioritising own workload and work on own initiative. 
2.3 Sufficiently literate and numerate for inspection and contract Administration. 
2.4 Possess good communication skills both written and oral. 
2.5 Awareness of Customer Care concepts. 
2.6 Ability to use/experience of using CAD, computers and digital handheld inspections equipment. 
2.7 Ability to manage site staff/contractors and to work unsupervised. 
2.8 Ability to speak the most common community languages in Waltham Forest other than English. These include Turkish, Urdu, Somali, Albanian, Bengali, Hindi and French.
3. OTHER POSITION SPECIFIC REQUIREMENTS
3.1 Must be willing to undertake further training. 
3.2 Car owner/driver/valid car driving licence. 
3.3 Knowledge of engineering contract documents.
3.4 Good knowledge of relevant legislation and statutory responsibilities. 
3.5 Commitment to the Council’s Equal Opportunities Policy and Acceptance of their responsibility for its practical application. 
3.6 Commitment to the Council’s Core Values and the Management Standards 
3.7 To understand and comply with the requirements of the Health and Safety at Work Act 1974.
4. EDUCATION AND TRAINING 
4.1 NRSWA Registration.
4.2 Training in Microsoft Office and other IT systems. 
4.3 Good knowledge of new materials, developments and methods in highway maintenance. 
4.4 A sound educational background with a proven record of continued professional development. 4.5 Good Knowledge of local government administration and finance.





	Indicative Qualifications

Degree or equivalent or vocational qualification or experience in relevant subject or area
Evidence of Continuous Professional Development

	
The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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