
BRIGHTON & HOVE CITY COUNCIL          JIN 4237
JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Supervisor 

	Reports to:

	Project Manager/Head of Housing Repairs and Maintenance

	Department:
	Housing, Neighbourhoods and Communities 

	Section:

	Housing


Purpose of the Job
Responsible for the operational supervision of Operatives and Apprentices, ensuring maximum productivity, profitability and satisfaction through effective resource utilisation & planning.

Principal Accountabilities
· Responsible for the operational supervision of Operatives & Trade Apprentices, ensuring maximum productivity and satisfaction through effective resource utilisation & planning.  

· Supervise, manage and monitor delivery, quality, compliance progression and completion of all works via ongoing site visits including clear audit notes/good quality photographs on PDA’s/Tablets  

· Communicating with the planning team, ensure works are adequately resourced, are being effectively delivered to set quality standards, completed on time and with the appropriate materials.  
· Responsible for supervision of the work of all contractors used; for ensuring customer satisfaction, standard of works, value for money and appropriateness of the work carried out. Supervising contractors as per the terms of their contract including but not limited to NEC4 and JCT contracts. Escalating any repeat/complex issues to the Project Manager. 
· Attend pre-inspection of works for more complex repairs or where it’s not clear the level/types of works required and write appropriate specifications. 
· Attend post-inspection of works where sign-off may be necessary, pick up any quality issues and address with the operatives/contractors as necessary and see through to satisfactory completion.  Update job management system and inspection information ensuring any related documents are attached to job management system as required. 
· Clearly communicate details with office staff to ensure appropriate works are raised with the suitable urgency. Supervisors are expected to take ownership of all works through to successful completion.    
· Attend site as necessary to carry out joint visits with operatives/colleagues to agree necessary works.  

· Manage sickness, absence, annual leave & missed appointments by updating diaries & spreadsheets as required and ensuring the Planning team are aware of such absences and able to reallocate work as necessary. Follow Sickness and Absence policy taking appropriate action, seeking advice from HR as necessary.  

· Manage employees’ performance, coach and develop individuals in their roles, ensuring HR Policies & Procedures are followed, implement individual or group training where required. 

· Build highly effective relationships with all staff, management, internal colleagues and external stakeholders. 

· Ensure the customer experience is central to all activities by adopting a professional manner when communicating with all stakeholders, this includes but not limited to, appearance, council ID, maintaining a high standard of health & safety requirements.  

· Monitor and maintain all supplied company assets, including operatives vans, van stocks, material purchases, tools, plant hire, uniform and PPE. Utilise reports available to administer this task. 

· Follow and support policies, procedures, initiatives and work instructions at all times and keep all supplied council assets in a good condition in line with council policies, reporting to your Manager where damages occur.  

· Ensure compliance and adherence to H&S regulations, BHCC standard operating procedures, BHCC values and quality assurance  

· Undertake any other duties as required by the council, provide back up to other supervisors to cover any absences and attend informal and formal meetings and training sessions as required.  

· Carry out regular toolbox talks with Operatives & Trade Apprentices as necessary and addressing any training needs. 
· Update Job management system via PDA or directly inputting information, with all relevant communications (including PDF complex emails and attaching quotes, updating audit notes and taking/uploading clear photographs) relating to works to allow the administrative team to have a clear understanding of job progression and to aid in answering any potential future complaints.  
· Enter any relevant information onto DLO / Contractor feedback logs and monitor and address, paying attention to any issues that may require more formal action.   

· Ensure all jobs raised following site visits have clear specifications.  

· Support with complaint responses to deadline by investigating and providing details to necessary parties and assist with any actions arising from the complaint investigation/resolution.   

· Carry out monthly contractor reviews following the agreed process and actioning any issues that may arise as a result of these reviews. 
· Carrying out pre-contract gas surveys as required to enable works to be carried out safely. 
· Carrying out on site SHE checks with operatives and contractors – highlighting any non-conformances both minor and major and dealing with these appropriately including reporting to the Operations Manager and H&S Manager where necessary.  

· Writing and submitting accurate scaffold specifications as required.  

· Carrying out vehicle checks with operatives to confirm they are in a roadworthy condition and they have not sustained any damage. Any issues with condition of the vehicle and/or damage need to be followed up ensuring repairs are carried out as necessary. Also checking contents of vehicle to monitor and confirm van stocks are being maintained and fire extinguishers are in date and suitable/safe for use.  

· Carrying out Work at Height Equipment Checks and update associated records. Condemning and disposing of any unsafe equipment as necessary. 
· Log accidents on database including carrying out relevant site visits/inspections, within specified timeframes & carry out related actions such as toolbox talks on H&S reminders or booking training as appropriate.  

· Where necessary and you have had prior involvement, provide updates for all jobs currently logged within MCM across all associated contracts.  

General Accountabilities
1. To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.5 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

2. To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.

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:

	Supervisor

	Reports to:

	Project Manager/Head of Housing Repairs and Maintenance

	Department:
	Housing, Neighbourhoods and Communities 

	Section:

	Housing


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· City and Guilds qualified to Level 3 in a specified trade/s or equivalent experience
· Good understanding of current legislation, Building Control requirements and Governing body (NICEIC) requirements
· IOSH or other H&S qualification e.g. COSHH.
· SMSTS qualified 

· Significant knowledge of all relevant building regulations
· Asbestos knowledge

· First Aid at Work Certificate
· Fire Marshall Certificate 


	Experience
	· Significant site supervisory experience in a trade environment/building construction/maintenance industry linked to social housing 
· Significant experience of managing, monitoring, recording and reporting of health & safety and compliance
· Significant line management of Operatives/skilled workers and/or Apprentices 
· Proven track record of working in a customer focused environment.

	Skills and Abilities
	· Excellent verbal and written skills to communicate effectively with a wide range of individuals and groups, some of whom may be angry or distressed, including the ability to explain complex matters logically and coherently
· Good people management skills with the ability to lead and mentor others

· Strong customer focus
· Well developed problem solving skills, results orientated and decisive decision making
· Good planning and organisational skills 
· Ability to negotiate and influence
· IT literate with confident oral and written communication skills and good report writing skills 


	Other Requirements
	· Full, current driving licence



