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Position Description

SECTION 1 – POSITION IDENTIFICATION

	Title: 
	Operations Coordinator

	Department:
	Infrastructure Services 

	Responsible to:
	Executive Manager Infrastructure Services

	Salary:
	 $110,000 - $120,000 depending on Qualifications and Experience

	Award:
	Local Government Officers (WA) Award 2021


SECTION 2 - POSITION FUNCTION

	Purpose
Under the direction of the Executive Manager Infrastructure Services, coordinate the day-to-day operational functions of the Works Supervisor, Town Supervisor, Workshop and Depot facility in the provision and delivery of:

· civil engineering maintenance services, works and infrastructure projects;

· town services including rubbish/litter collection, street sweeping, maintenance of local roads, verges, public spaces and amenity, as well as nearby public attractions; and

· the upkeep and maintenance of the Shire’s heavy and light vehicle fleet and related operational plant and equipment,
all in accordance with legislative and funding requirements; all applicable Shire policy and procedures; and sound operational management principles, methodologies and practices.
To ensure operational services and works are suitably defined, planned, managed and delivered to meet core objectives and outcomes across all relevant paraments including scope, technical requirements, schedule, budget and resources; and that applicable stakeholders are engaged and risks mitigated.


SECTION 3 - KEY DUTIES & RESPONSIBILITIES

	1. Coordinate and complement the capacity of internal and external resources to maximise project performance: 
· Proactively engage with the Works Supervisor, Town Supervisor, Workshop Officer and other positions as necessary to coordinate operational and related project workflow; plan and monitor work and resource schedules; develop and monitor cost plans; identify, monitor and address risks; and ensure key planned outcomes are achieved.
· Develop strong relationships with local service providers and contractors, as well as relevant regulatory agencies. 

2. Plan and manage all operational-related procurements to the Shire’s policies, procedures and practices: 
· Plan, prepare, evaluate and execute standard-form procurement documents and contracts as well as purchase orders.
· Manage all steps of procurement in line with the Shire’s Records Management process. 
· Establish and/or maintain relevant plans, registers and schedules to support departmental procurement activities. 
· Identify and develop mechanisms to achieve procurement efficiencies and value for money. 


SECTION 4 – SPECIFIC DUTIES
	· Assist the Executive Manager Infrastructure Services in compiling operational program budgets, including project-based works as applicable.

· Write reports upon request, including those for Council Forums and Meetings.
· Prepare all necessary operational management documentation including scope statements, specifications, cost plans, schedules, resource plans, stakeholder registers and reports.
· Through the applicable Supervisors, plan and coordinate in-house plant and operators, along with external contractor and consultants as may be required. 
· Monitor and report on performance including outcomes, scope, expenditure, schedule and risk management.
· Assist in the development of operational-related procedures and processes to ensure continual improvement, effectiveness and efficiency.
· Maintain records to facilitate good accountability and effective access to information. 
· Comply with Occupational Safety and Health legislation and adhere to Shire policies (safe work practices, risk assessments, incident reports, hazard registers and the like).
· Work as an effective team member and undertake other duties as required to support the successful work of the Infrastructure Services team;  
· Other duties as directed by the CEO, Executive Manager and/or Executive Manager Infrastructure Services.  


	Essential:


	Skills
· Well-developed written and verbal communication skills and ability to communicate effectively at all levels of the organisation.
· Well-developed interpersonal and stakeholder management skills.
· Well-developed time and workflow management skills, and ability to manage multiple priorities.  

· Well-developed conceptual thinking and problem-solving skills.
· Attention to detail and ability to produce professional, high-quality written documents and communications.
· Ability to work both autonomously and as part of a team. 
Knowledge
· Sound understanding of operational and project management principles and practices.
· Sound knowledge of Microsoft Office applications including Outlook, Word, Excel and Project. 
Experience
· Demonstrated experience in managing civil and civic services  in a similar environment.
· Demonstrated experienced in coordinating in-house teams as well as external personnel, including consultants and contractors.
Qualifications and/or Training
· Qualifications in frontline management (and/or project management) and/or equivalent registration. 


	Shire Policy Requirements


	Police Clearance 

It is a requirement for all employees of the Shire of Halls Creek to provide a National Police Clearance (at interview or within 3 months of appointment) and maintain a clear record as it pertains to the requirements of the role, duties and obligations of the position.
Medical 

It is a requirement for all employees of the Shire of Halls Creek to undertake a medical with necessary testing suitable for the role, duties and obligations of the position, (within 3 months of appointment) which will include a drug test. 
Drivers License 

Minimum C class driver’s license. A copy to be provided upon interview or at commencement.


SECTION 5 - SELECTION CRITERIA 
SECTION 6 - APPOINTMENT FACTORS
	Location
	Shire of Halls Creek, HALLS CREEK, WA 6770. 



	Organisational Relationships
	Responsible to:
Executive Manage Infrastructure Services
Internal and External Liaison:

Internal
All Council Staff
External
General Public, 


Local Services


Contractors and Suppliers of Goods / Services as necessary.




	Extent of Authority
	Works in accordance with general direction from the Executive Manager Infrastructure Services


	Delegation Authority 

	As may be delegated by the Chief Executive Officer

	Employment Terms
	A Probationary period of 3 months applies to this position in accordance with Shire policy.




SECTION 7 - CERTIFICATION

The details contained in this document are an accurate statement of the purpose, duties and role specifications and other requirements of the position.

	CEO
	    
	Date


Phillip Cassell
Chief Executive Officer

I have read and understood the requirements of the position as detailed in this document.

	Employee
	
	Date Appointed
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