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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Clerk of Works

	Reports to:

	Street Lighting Design Manager and Site Supervisor

	Department:
	Economy, Environment and Culture, City Transport

	Section:

	Transport Projects & Engineering


Purpose of the Job

To develop, maintain and manage a systematic performance and compliance monitoring programme for works carried out by contractors and take action to remedy breaches.  To minimise financial liability by ensuring that clear and timely records are kept and that clear audit trails are established to document the process.
To provide electrical and technical expertise for new schemes and projects to enable a practicable solution to engineering difficulties whilst ensuring compliance with health and safety and meeting relevant national guidance and regulations.
Principal Accountabilities

1. Monitor, by systematic and random checks, the quality of work carried out by the Contractor, and be responsible for reviewing key performance indicators and contract performance.
2. Identify and address failings and non-compliance in contract performance or delivery in a timely and effective manner through proactive monitoring and effective recovery action plans in accordance with contractual terms and conditions.
3. Work largely unsupervised and be responsible for prioritising works.
4. Assist the Street Lighting Design Manager and Site Supervisor by undertaking project work in relation to new initiatives and service improvements and assist with the review and implementation of new schemes and projects.
5. Supervise on-site inspections and visits in relation to new schemes.
6. Initiate and/or as directed by management, review the effectiveness of elements of the service and submit written proposals for improvement.
7. Use technical knowledge and experience to liaise with representatives from other areas of the council, developers and members to discuss potential works/improvements and resolve any engineering difficulties.
8. Supervise maintenance and construction contractors on site, and take responsibility for health and safety monitoring of street lighting contractors’ work.
9. Represent the Street Lighting Design Manager and Site Supervisor as required and present a positive image of the team at meetings, seminars, manufacturer visits and other functions.
10. Undertake out of hours inspections with a colleague on a monthly basis and to be responsible for the production of relevant reports following this.

11. Be aware of and act in accordance with the Council’s Health and Safety Policy and agreed Codes of Practice
12. Attend evening meetings appropriate to the grade of the post.

13. Assist and participate in training and job development programme of the department.
General Accountabilities
To ensure all operations in their areas of responsibility are conducted accordingly to the provisions of all relevant legislation and council policy.

In particular: as set out in Section 4.4 of the Council’s Health and Safety Policy, and within their area of responsibility.

· To maintain awareness of current Health & Safety legislation and ensure that all employees understand and comply with Health and Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety

· To carry out risk assessments and ensure implementation of and adherence to safe systems of working practice

· To report and investigate accidents or incidents promptly, implementing recommended action for improvements to safe working practice

· To ensure that safe premises, equipment and working environments are maintained

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Clerk of Works

	Reports to:

	Street Lighting Design Manager and Site supervisor

	Department:
	Economy, Environment and Culture, City Transport

	Section:

	Transport Projects & Engineering

	Date written:
	September 2021


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Thorough knowledge and understanding of legislation and guidance including The Highways Act 1980, NRSWA 1991, BS5489, CDM 2015 and other relevant codes of practices.
· Sound and detailed knowledge of street lighting regulations and maintenance strategy. 

· Good knowledge of health and safety requirements on site.
· Certificate in electrical engineering eg ONC or proven equivalent experience. 

· NRSWA Accreditation or relevant experience. 

· G39 qualified or relevant experience.
· Member of the Institution of Lighting Professionals or relevant experience.
· Thorough and demonstrable knowledge of ICT systems and ability to use works ordering systems.
· Excellent communication skills.
· Must possess a driving licence 

· Knowledge of contract management procedures and performance monitoring.



	Experience
	· Good experience working within a street lighting/highways environment.
· Demonstrable experience of Street Lighting maintenance and design related works.
· Experience of applying relevant legislation.
· Practical experience of Contractor liaison and monitoring for local Authorities.
· Comprehensive knowledge of ICT and use of transport related software.


	Skills and Abilities
	· Highly developed interpersonal skills and communication skills

· A methodical approach to planning projects and ability to meet key deadlines.

· Excellent organisational skills and understanding of contract management.

· Confidence in and ability to work on own initiative with minimal supervision.  
· Proven negotiating skills.
· Excellent team player.
· Able to work outdoors in all weather conditions and to undertake regular out of hours working.


	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to able to carry out duties in accordance with the Council’s Equalities Policy.


	Other Requirements
	Commitment to maintaining up to date awareness of current Health and Safety legislation as it applies to their area of responsibility and to attending relevant Health & Safety training.
Night-time inspections will be a requirement of the role to check public lighting function.
The post holder will be required to present a good image of the council.
The post holder will be required to attend courses as needed/requested, and to research current technology and legislation.



