BRIGHTON & HOVE CITY COUNCIL



JIN 1665
JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Gardener Team Leader

	Reports to:

	Operations Manager

	Department:
	Environment Economy and Culture

	Section:

	Cityparks


PURPOSE OF THE JOB

To lead a team of Cityparks’ employees in the safe and effective day-to-day delivery of high quality horticultural and parks related work in a variety of environments e.g. public parks, playing fields, school grounds, cemeteries, landscaped areas and similar public open spaces,

To work with the Area Operations Manager to ensure that the team fulfils council, service, area and legislative requirements.
PRINCIPAL ACCOUNTABILITIES

· To plan, manage and direct the work of a team that can include Gardeners, Grave Diggers, Plant Operators, Green Keepers, etc. as well as subcontractors in the delivery of day-to-day service and team objectives. 

· To lead by example and to proactively manage, monitor and motivate their team in a hands-on manner to provide effective grounds maintenance and amenity horticultural works within an area of the city.

· Accountable for the appropriate use, provision and distribution of tools, equipment, PPE, vehicles, and services to their team.

· To provide the team with advanced and experienced advice, guidance, training and instruction on horticultural practices, Health & Safety, the safe use of vehicles, machinery maintenance protocol.  To induct new permanent and agency staff.  To evidence all such training and instruction using the appropriate record documents.

· Responsible for ensuring the effective monitoring of equipment used by the team to ensure it is in good working order, safe to use and compliant with the current Health and Safety legislation requirements.
· To hold regular meetings with staff in order to cascade and discuss information on council, service and area priorities, health and safety, customer satisfaction, new working practices and discuss area initiatives and work.

· To act as the Senior Responsible Person in relation to designated mess rooms and other parks’ facilities, ensuring that required repairs are reported, maintenance checks are undertaken, risk assessments and workplace inspections are carried out routinely and that the areas are kept clean and tidy.

· To monitor, review and maintain both team and individual performance. To take appropriate action to ensure a high standard of service delivery. Specifically, to undertake return to work interviews, identify training and development needs, set communicate conduct and performance standards and conduct regular one to ones.  To undertake staff casework as required in line with council policy and procedures.

· To maintain an accurate and legible digital diary of notable events and incidents and compile associated short reports as required. To complete all routine documentation, primarily using relevant digital software, accurately and legibly ensuring that it is submitted to set deadlines in a confidential manner:

· time sheets and work sheets 

· Health & Safety monitoring and Incident Reporting

· Return to Work interview forms 

· capture data to ensure transparent working practices

· Insurance report forms

· To act promptly upon information received via emails generated from the Cityparks office and from other council services and, where appropriate, respond to the emails from other services.

· To ensure a prompt and effective working partnership with the Fleet Workshop and comply fully and promptly to ensure:

· weekly Workshop Schedule instructions are followed

· daily vehicle checks are undertaken by staff

· vehicle breakdown procedures are followed

· machine asset lists are kept up to date

· unsafe or unusable machines are decommissioned

· timely winter maintenance request lists are submitted

· To ensure that all works are carried out in accordance with Health & Safety legislation, codes of practice and risk assessments in an efficient and effective manner so that safe systems of work are always in place.  To ensure the safe and secure storage of potentially hazardous substances, e.g. fuel, chemicals, batteries, etc. in accordance with Health & Safety legislation, BS/EN 1176 Playground Safety Standards, and COSHH risk assessments.  To maintain a high standard of housekeeping in mess rooms, stores, yards, etc., to ensure they are safe workplaces.

· To liaise with the Area Operations Manager on all aspects of work on a regular basis ensuring that they are updated on all relevant work issues and that advice and guidance is sought where required in areas such as:

· Planning and undertaking work 

· Resource requirements and shortfalls

· Team and individual performance issues

· Health & Safety: newly required risk assessments etc.

· To provide complex advice to and liaise with colleagues, internal clients and external stakeholders regarding work related queries. To liaise directly with contractors at the request of Cityparks management.

· Undertake selection and recruitment processes to appoint new staff to be assigned to their team and assessment processes for current staff. 
· To provide cover for other Gardener Team Leaders and supervise additional staff as directed by Cityparks’ management.
· To keep up to date with the latest environmentally friendly and sustainable products and techniques and develop the service and team with this ethos in mind.

· To support and practice the council’s customer care values to ensure customer satisfaction. To ensure that staff are trained to have an awareness of and practice the organisation’s values.

GENERAL ACCOUNTABILITIES

To maintain awareness of current Health and Safety legislation and to ensure that all employees understand and comply with Health and Safety policies and that they are informed, trained and managed to safeguard the welfare and safety of themselves and others. 

To assist in the development of practices within the directorate / department / service that uphold and develop the principles of the Council’s Equalities and Equality in Employment Policies in relation to staff and to service provision.  To work within and actively promote the Council’s Equalities and Equality in Employment Policies in relation to service delivery and staff management.

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 the post and, in addition, as a term of your employment, you may be required to undertake various other duties as may reasonably be required.

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. 

APPENDIX

Take ownership in undertaking fault finding, grounds maintenance and horticultural operations aiming for a first-time completion where possible – including maintaining a vehicle stock as per operating procedures. 

Working effectively to ensure productivity is maximised and labour and material costs are kept to a minimum, with only essential purchases.

Providing a positive customer experience including a professional, helpful approach with service users and all other internal and external customers, exhibiting a professional appearance and attitude, displaying BHCC uniform or carrying ID cards when attending to works, maintaining condition of vehicles, driving and parking courteously. 

Process all activities manually or electronically as required. This includes, but is not limited to, completing dynamic risk assessments, worksheets, timesheets, photographic evidence of works before, during and after, van stock replenishment, booking of annual leave, vehicle inspections and writing reports on works required or completed as necessary. 

Follow and support BHCC policies, procedures, initiatives and work instructions, particularly Risk and COSHH Assessments, at all times and keep all supplied council assets in a good condition in line with council policies, reporting to the Team Leader where damages occur.

Utilise existing stock or collect materials, as and when required, to meet works order requirements, in accordance with standard operating procedures.

Attend and actively participate in all meetings and training sessions (including Toolbox Talks) as required.

Follow guidance for call out service if lone working and/or carrying out work out of hours. 

Communicating with the Team Leader to book in any required further works detailing the length of time required and providing full work descriptions and highlighting urgency of works, any special materials to order or any other details needed to ensure successful completion.

To undertake dynamic risk assessment, of existing and developing site conditions, to identify potential hazards and to take appropriate remedial action.  To report irremediable hazards to the Team Leader.  

Escalate any need for technical support to the Team Leader in the first instance. 

Communicate any works delays to the Team Leader to allow reallocation of works or resources.

Working well as part of a team, linking with and supporting other colleagues, teams or contractors to ensure successful completions of works. 

To use equipment according to instructions.  To carry out pre-use checks and basic maintenance and servicing of a wide range of horticultural machinery e.g. oil changes, spark plug cleaning, blade changing, air filter cleaning/replacement, and reporting defects to the Team Leader.

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

Demonstrate, maintain and monitor the council’s commitments to best practice with legislation, codes of practice & good working practices relevant to all work activities.

Undertake any other duties as required by the council, provide back up to other gardeners to cover any absences or support with works.  

Carry out daily vehicle checks, accurately filling in the check-book, to confirm the vehicle is in a roadworthy condition and it has not sustained any damage. Any issues with condition of the vehicle and/or damage need to be reported as per the Fleet process by reporting to your Team Leader with details of action taken. Also checking contents of vehicle to monitor and confirm van stocks are being maintained and any fire extinguishers are in date and suitable/safe for use.  

PERSON SPECIFICATION

	Job Title:

	Gardener Team Leader

	Reports to:

	Operations Manager

	Department:
	Environment Economy and Culture 

	Section:

	Cityparks


	Job Related Education, Qualifications and Knowledge
	· NVQ Level 3 certificate in horticulture, or equivalent qualification, or a comparable level of experience within the industry.
· NPTC PA1 & PA6A Spraying Certificate.

· Extensive knowledge of horticultural practices.

· Extensive knowledge of vehicle and machinery maintenance and safety requirements.

· Extensive knowledge of the Health & Safety at Work etc. Act (1974) and enabling legislation.
· Extensive knowledge of O-License (Vehicle Operator’s Licence) legislation and compliance.

· Extensive knowledge of Chapter 8: Traffic Safety Measures and Signs for Road Works and Temporary Situations.




	Experience

	· Extensive experience of managing, leading and training a team of grounds staff in safe systems of work with a track record of providing quality works to British Standards.

· Extensive experience of carrying out and implementing risk assessments and safe methods of working.

· Extensive experience in the horticultural sector.


	Skills and Abilities
	· Ability to communicate effectively with members of the public, colleagues, outside agencies and other stakeholders 
· Ability to work in a politically sensitive environment.

· Ability to use a wide range of horticultural vehicles and machinery in accordance with safe systems of work and operating instructions plus appropriate certification/licence.

· Skilled in planning, motivating and managing a large team of staff.

· Ability to use own initiative and prioritise workload without direction.

· Ability to apply quality requirements/standards for horticultural presentation.

· Ability to strike a balance between quality and productivity in line with agreed standards.

· Commitment to acquiring awareness and knowledge of H&S policy & practice as it applies to the area of work and to its implementation and evidenced monitoring.

· Ability to prioritise varied and demanding workload to specific deadlines and frequencies.
· Ability to complete a variety of paperwork accurately, legibly to deadlines. 
· Ability to complete routine documentation using management systems accurately, legibly to set deadlines.




	Equalities

	Gardener Team Leaders are required to uphold the Council’s policy. They will need to communicate with diverse members of the public.

Ability 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

	· Full, current driving licence.

· Required to work outdoors in all weathers.

· Role may involve using vibrating and noisy machinery.




