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Title:


Coordinator Works (Civil)
Position Number:
CM100
Level:


ToC Level 7
Department:
Parks and Operations
1. Position Objectives
· To manage and oversee the work of the Civil and Mowing teams and Contractors, including daily supervision of works under the assigned portfolios; 

· To carry out management duties including employee performance reviews, goal setting, monitoring and planning;
· To liaise with the Manager of Parks and Operations, Coordinator Parks, other business areas and the public to successfully carry out Council objectives;
· To direct and guide the Works Staff, to receive, investigate and resolve complaints and enquiries; and
· To proactively find and rectify issues requiring attention in areas of responsibility.

2. Key Responsibilities

2.1    Leadership
· Manages a team of staff within the Civil and Mowing Crew, including allocation of tasks and supervision of work;
· Personnel management comprising of but not limited to performance reviews, achievement planning and resolution of human resource matters;
· Works under limited supervision and uses discretion deliver to agreed levels of service;

· Continuous improvement and innovation to achieve efficient work practices and productivity; and
· Operates within designated authority and responsibility to monitor situations within the work area and make on-site decisions and/or to liaise with other council staff to achieve the desired outcome.
2.2    Project Management and Infrastructure Maintenance
· General responsibility covers the maintenance and management of projects associated with all civil infrastructure that includes but not limited to concrete works and the maintenance of footpaths, drainage, road, playgrounds, foreshore infrastructure;
· Management of projects to ensure these works are completed to scope, on time and agreed quality within the allocated budget;
· Works closely with the Manager of Parks and Operations to develop and coordinate the works program to ensure the work program is completed on time and to budget;
· Carries out periodical inspection of all infrastructure under area of responsibility playground and organises any necessary work and maintains relevant records; 

· Removes graffiti from parks and reserves as soon as it Is observed or advises the Leading Hand If a contractor Is required; 

· Available to be on the on call roster including after-hours call-outs, as and when required;

· Replaces and/or repairs street signs throughout the Town;

· Ad hoc requirement to work with other staff on miscellaneous tasks;

· Operates sweeper to clean paths;
· Uses and maintains Council vehicles and equipment to execute their duties, ensures vehicles and equipment used are clean and serviceable at all times, reports any defects or servicing needs; 

· Attends to office based duties and Act as Manager Parks and Operations when required; and
· Any other duties as directed by the Manager of Parks and Operations.
           2.3     Personal Accountability 

· Ability to work autonomously under limited supervision, effectively prioritize competing tasks, and consistently meet deadlines;
· Active participation, professional cooperation and collaboration with internal and external stakeholders; and
· Adherence to and demonstration of the values and behaviours as defined in the Town of Cottesloe Code of Conduct for Employees (2021).
2.4 Contractor Management and Workplace Health and Safety

· Purchase goods and services including the of engage and management of contractors relevant to duties; 

· Ensures safe work practices and reports any unsafe conditions or incidents that occur;
· Demonstrate personal responsibility towards proactively ensuring both a physically and psychologically safe work environment for all;
· Commitment to and application of Town Policies relating to: Equal Employment Opportunity, and Workplace Health and Safety; and
· Timely and accurate reporting unsafe work conditions and/or incidents.
3. Organisational Relationships

Reports to: 
Manager Parks and Operations
Director Engineering Services
Positions Reporting:

1 x Team Leader (Civil) & 2 x Team Member (Civil)
1 x Team Leader (Mowing) & 1 x Team Member (Mowing)
Internal Stakeholders: 
Council Staff
External Stakeholders:      
General public
Contractors
4. Extent of Authority

This position operates with a degree of autonomy, under general direction of the Manager of Parks and Operations and Director Engineering Services, within the statutory obligations of all relevant legislation, and Council established policies and procedures.
This position is required to exercise initiative, judgment and make decisions within established procedures and guidelines. 
5. Selection Criteria
5.1 Essential 
· Tertiary qualification in civil engineering, or equivalent substantial experience in the areas of work pertaining to the position;
· Experience in managing and leading a team to ensure their work reflects the values the organization and towards common goals and objectives;
· Demonstrated ability in conflict resolution including motivating staff and contractors towards achieving high-performance outcomes, as well as managing underperformance;
· Extensive experience in the maintenance of civil infrastructure and the management of similar projects;

· Ability to prioritise competing maintenance requirements for them to be completed within an allocated budget and agreed levels of service;

· Demonstrated ability to deliver continuous improvement in current practices and innovation in problem solving;
· Highly developed customer service and negotiation skills with a proven track record of working with both internal and external stakeholders towards amicable outcomes; and
· Knowledge of Occupational Health and Safety Regulations including management systems to ensure the highest possible safety standards.

5.2 Desirable 
· 5 years Local Government experience in a similar role;
· Current First Aid Certificate; and
· Current "LR or MR" Class Driver's Licence. 

5.3 Appointment Criteria

· ‘C’ class Motor Driver's Licence;

· Evidence of Australian working rights;

· National Police Clearance (within last six months); and
· Successful completion of a pre-employment medical.
6. Employment Conditions

· Town of Cottesloe Industrial Agreement 2024; and
· Town of Cottesloe Code of Conduct.
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