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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	Job Title:

	Site Supervisor

	Reports to:

	Operations Manager

	Department:
	Economy, Environment & Culture

	Section:

	City Clean

	Date written:
	April 2019


Purpose of the Job

To provide effective management of the Hollingdean Depot site, ensuring a high standard of maintenance, security and Health and Safety. To ensure that all management and staff are aware of their responsibilities.
Principal Accountabilities

1. To carry out health and safety spot checks on site and off site including checking on vehicles and crews during the working day to ensure compliance.

2. To develop, monitor and implement risk assessments to ensure Health & Safety Standards are maintained and introduce appropriate monitoring and record keeping systems.

3. Work across services within the Depot supporting management to provide a clean and safe work environment.

4. Deliver tool box talks to staff on health and safety and other matters such as working at height, vehicle specifications etc. 

5. To ensure a safe environment for staff and visitors.

6. To carry out health and safety inspections/walkrounds of the site and take action to resolve issues.

7. To carry out health and safety monitoring starting at 5am, to supervise vehicle movement on site and issue instructions to driver chargehands as necessary.

8. To be the contact for and monitor Contractors on site to ensure they follow Depot Site Rules.

9. To ensure that litter picking is maintained and bins on site are emptied regularly.

10. To carry out gate checks as required, checking correct driver documentation has been completed.

11. To supervise the work of the onsite security guards.

12. To carry out maintenance checks and report as necessary.

13. To undertake minor maintenance jobs around the site, and liaise with management and contractors on larger jobs. 
General Accountabilities

To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.7 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

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.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Site Supervisor

	Reports to:

	Operations Manager

	Department:
	Economy, Environment & Culture

	Section:

	CityClean

	Date written:
	April 2019


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to NVQ Level 3 or comparable relevant experience
· Good working knowledge of building maintenance in at least two of the following areas: plumbing, decorating, carpentry, basic electric's (such as plugs, fuses & light bulbs)
· A good understanding of health & safety requirements and COSHH guidelines



	Experience
	· Proven experience of Facilities Support work 

· Experience of organising or dealing with supervision of a range of maintenance and janitorial duties

· Experience of staff supervision and directing the work of others. 
· Experience of delivering information or training sessions to others.


	Skills and Abilities
	· Effective verbal communication skills

· Very good numeracy & literacy skills

· Strong organisational skills, with the ability to prioritise own workload

· The ability to work unsupervised

· Demonstrate the abiltiy to liaise effectively with other staff, contractors and visitors to the site
· An aptitude for, and a willingness to be trained in modern cleaning methods and machinery (cleaning) operations
· Willingness to learn and keep up-to-date with Health & Safety procedures relevant to the role


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


	Other Requirements
	· Physical fitness, encompassing the ability to bend, stretch, lean, reach, carry heavy and awkward items 

· The ability to  start at 5am

· An HGV Licence is desirable but not essential
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