

	



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Sport & Leisure

	POST TITLE: Technical Officer (Design) 
	REPORTS TO: Technical Manager

	GRADE: Band 7 to SO1

     (£20,138 – £27,668)
	SAP POSITION NUMBER : 50085903


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: Max 3 sentences

	The provision of professional technical and landscape design for recreational developments, environmental design and other initiatives relevant to the work area.
The successful project management of a wide range of development projects from conception to completion within financial and time constraints.
Support the Technical Officer (play maintenance specialism) where necessary in the day to day operation or inspection of assets. The day to day management of play equipment repair/renewal within a discrete geographical area.


	Main Responsibilities of Post: Max 15 Bullet points

	1. To assist the development of the Parks and Greenspaces Service by:-

· obtaining briefs from clients, 
· carry out project management, 
· monitoring the progress on individual projects, 
· technical reports, 
· feasibility and cost proposals, 
· site surveys, 
· detail design, 
· working drawings and specifications, 
· Reports and presentations,

· tender process, 
· contract supervision and administration 

together with taking appropriate action to achieve the successful completion of projects and the payment of public funds in relation to landscape schemes in a range of work areas, including recreational development based projects, heritage restoration schemes and sport facility developments and improvements.
2. To efficiently manage projects within time constraints, allocated budgets and negotiate additional costs/works and retentions with external contractors and organisations. Including regular site visits, certification of works and the arrangement of snagging meetings with contractors and external organisations.
3. To organise and chair pre contract meetings, supervise contractors/contracts on site in accordance with Council’s Financial Regulations and Standing Orders for Contracts, health and safety, financial regulations, British Standards and CDM Regulations and to be responsible for meeting the legislative and policy requirements for health & safety within own area of responsibility.
4. Liaison with officers from other Departments with regard to the handover of sites for horticultural maintenance including development of Grounds Maintenance specifications and incorporation into service database.

5. To support applications for, and the delivery of, external funding/grants for projects including those initiated by other community organisations.

6. To prepare, produce and update park management plans for the application of the Green Flag status.

7. Dealing with routine enquiries and correspondence.

8. To develop and maintain computerised records and files.

9. To provide advice and produce technical reports for the Technical Manager, other senior officers, Councillors and other external bodies.

10. To participate in public meetings on matter and issues pertinent to the post, such as in neighbourhood forums, consultation events, friends group meetings and with schools.

11. To organise and chair pre contract meetings and contribute to meetings with contractors and public and private organisations, i.e. neighbourhood forums, consultation, friends of meetings and schools.

12. To deputise for the Technical Manager and/or Senior Technical Officer when required.

13. To attend training courses as required.

14. To contribute towards the development and management of services and other performance plans together with internal/external quality assurance systems including carrying out internal audits. 

15. To manage the on-going inspection of the Council’s fixed play assets including direction of the subsequent maintenance activity, including dealing with complaints, enquiries and insurance claims arising from the management of the play assets, where applicable.


	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to. 

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves

or the Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview: 

a) Can express themselves fluently and spontaneously , almost effortlessly 

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language
	X

	A well developed knowledge of health, safety and environmental policies, procedures and regulations including risks in own area of

work.
	X

	Uses a range of complex IT packages relating to area of work
	X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficiently and effectively to improve service delivery.
	X

	Knows and understands how to analyse, interpret and present complex information from a variety of sources.
	X

	Knowledge of landscape design and accepted good industry practice together with applying recognised design principles to area of work.
	X

	Good working knowledge and sound ability to use design software such as AutoCAD, PhotoShop, Sketchup.
	X

	Carries out the working practices, procedures and basic operations across a specialist area of landscape and environmental design.
	X

	Uses knowledge, safety and environmental policies, procedures and regulations, within the construction industry. Understands and applies CDM working practices, including risk in own area of work.
	X

	Able to communicate effectively with clients, understand briefs and interpret accordingly.
	X

	Relevant experience requirement: Will be used for shortlisting

	Demonstrate project planning and management skills

	Able to explain and understand current specifications, design standards, contract conditions and options for service delivery

	Able to interpret plans and drawings and set out tasks from the information provided

	Thorough working knowledge of NBS Specification and JCLI and JCT Minor form of contract

	Ability to manage contractual issues

	Demonstrate the ability to apply knowledge of contract management through performance management of suppliers to ensure contract compliance and delivery of agreed benefits

	Must be accurate, and able to demonstrate good numeracy and literacy skills

	Able to explain and understand current specifications, design standards, contract conditions and options for service delivery

	Control budgets, tasks, people and resources

	Able to work with / provide information to the public - in writing, face to face and over the telephone

	Able to implement, maintain and manage accurate information retention systems both manual and computerised.

	Able to establish the needs of the customer using appropriate questioning techniques and listening skills and uses them to implement solutions

	Able to apply knowledge of horticulture

	Able to undertake procurement exercises in line with the Council’s Contract Standing Orders

	Able to produce accurate financial information to meet objectives

	Able to understand, interpret and implement health & safety Legislation

	Able to use standard IT packages to undertake word processing activities and produce documents, reports, agendas etc e.g. Microsoft Word

	Able to use standard IT spreadsheet packages. e.g. Microsoft Excel

	Able to carry out aspects of performance management including formulating, reviewing and promoting effective performance indicators, measures, benchmarks and targets, developing and using systems and approaches to collect, analyse and report on performance, and applying PM intelligence to effective management, quality systems, continuous improvement and strategic change. 

	Relevant professional qualifications requirement: Will be used for shortlisting

	Entry level – NVQ Level 3 in landscape design, land management or a related subject, together with 2 years relevant experience..

	Senior Officer level – NVQ Level 4 in landscape design, land management or a related subject, together with 5 years relevant experience.

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

	Must be able to work evenings, weekends and bank holidays as required by the needs of the service.
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You must hold a full driving licence in order to carry out the post

You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.
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Technical Manager








Senior Technical Officer








Technical Officer (Design) x 3








Temporary Project Officer (Parks)








