POSITION DESCRIPTION

	Job Title:


	Technical Officer - Utilities 

	Responsible To:


	Operations Engineer

	Position Based At:


	Amberley
	

	Position Purpose:


	This job exists to: 
· Coordinate the collection, storage and retrieval of asset management data for utility services.

· Provide accurate and current records management to ensure the effective operation of Council’s water supply, sewage and stormwater disposal schemes.

· Provide contract administration for various Council engineering contracts.
	


Organisational Context:







Organisational Vision and Values:
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Organisation Philosophy:

Making our district even better.

Foundation Values:

1. Integrity

We are honest and upfront

2.  Respect

We respect other opinions and treat them well. Importantly, we also respect the democratic process which is a fundamental component of the public service.

Personal Values:

3. Commitment

We really want to work for Hurunui District Council. We have a positive attitude to our work and are passionate about what we do and are proud to help the Council be respected in the community for making our district even better. 

4. Competence

We have the right skills to do our job. We will keep on improving ourselves through continual learning and developing our skills.  

5. Confidence

Because we are committed and competent we have the confidence to do our job well. Confidence is about attitude. When we appear confident we inspire confidence in others.

Organisation Values:

1. We deliver

We keep our promises

We go beyond good intentions and deliver results and outcomes

We do our job

We are reliable and consistent

We are focused

We seek solutions

We learn from our past experiences

We communicate superbly – telling our story

2. We take responsibility

We don’t pass the buck – it stops with us. I own it – we own it

We own our work

We are accountable

We do care

We do the right thing

We are trustworthy, honest and talk straight

We are aware of our role as public servants and the need to follow a service ethic

3. We work together

We depend on each other

We are collegial and collaborative

We work with partners, inside and outside the Council

We keep the right people in the loop (the people who need to know about your particular project or issue)

We break down ‘silos’ and barriers between units in the Council

We consider the impact of decisions and actions on others inside and outside the Council

We are involving

We have a ‘whole of Council’ perspective

We have a vested interest in each others’ successes

4. We embrace fresh thinking

We look outside ourselves to seek new ideas

We think forward, lead, see and take opportunities

We are on the front foot, ahead of the 8 ball

We embrace the need for change

We are creative, innovative, flexible and adaptive

We support appropriate risk taking

5. We aim high

We give high quality advice

We deliver best value

We expect the best and challenge ourselves

We don’t tolerate mediocrity

We recognise and celebrate success

6. We are an employer of choice

We sell the vision to inspire pride and passion

We link the vision to performance and development plans

We ensure a safe, healthy and productive working environment

We value staff for their outcomes, their ideas and who they are as individuals and acknowledge their achievements

We support continual learning

We develop leaders within the organisation who inspire and motivate team members

	Important Functional Relationships:


	External:

Ministry of Health

Environment Canterbury

Contractors

Consultants

Utility Providers

Ratepayers

Members of the public


	Internal:

CEO

Mayor and Councillors

Water Committee Members

Hanmer Springs Community Board Ward Committee members

Utilities Team

Roading Team

Planning/Consent team

Other Managers and Staff




	Key Result Areas:


The Technical Officer - Utilities position encompasses the following major functions or key result areas:

· Assets

· Service Delivery

· Customer Service

· Health and Safety

· Civil Defence

The requirements in the above Key Result Areas are broadly identified below:

	Jobholder is accountable for:


	Jobholder is successful when:



	1.  Assets:

· Maintaining asset records for Council’s utilities and ensuring they are up to date and accurate.

· Updating the council’s Geographic Information System ( GIS) to ensure that every addition and alteration to the Council’s utilities `infrastructure is accurately recorded and transferred to the assets register 

· Coordinating the collection of asset data

· Maintaining the asset database (bizeasset) and preparing reports as required

· Providing information from the Council’s SEADA remote sites information to assist councillors and committee members in governance of water and wastewater schemes.

· Assisting with the preparation and supervision of Council contracts for water, stormwater and sewerage works when required.

· Assisting with the inspection and verification of compliance with the standards of resource consent conditions for extensions of Council water, stormwater or sewage services.

· Assisting the utilities team with specific design tasks as required.


	· Accurate ‘as-built’ plans are available and hard copies are accessible.

· GIS contains accurate and up to date information pertaining to Council’s utilities assets.

· Asset plans/reports are clear and informative.

· Clear, concise contract documents and plans are prepared.

· Accurate records of new and disposed assets maintained

· Responses to requests for inspections are timely.

· Responses to the utilities teams for design requests are timely.

	2. Service Delivery

· Being pro-active in identifying and actioning areas where improvements can be made in the current procedures and standards for the provision of water supply, wastewater and stormwater services.

· Contributing as a member of the utilities team to the Council’s delivery of utility services throughout the District.


	· Improvements are introduced to enhance procedures and standards.

· Contribution to initiatives and to the utility team is effective and valued.

	3. Customer Service

· Delivering excellent customer service.

· Ensuring an effective and timely response to all customer enquiries.

· Responding to telephone and counter requests for utility services.


	· Customers are satisfied with the service they receive.

· Enquires are responded to within 5 days.

· Telephones and counter enquiries are responded to promptly.

· Follow up calls to customers are done within 24 hours.



	4. Health and Safety:
· Adhering to the Councils Health and Safety policies and practices.


	· Hazards and accidents are reported promptly.

· Safe working practices are in place

· Accident reports completed promptly and actioned accordingly

	5. Civil Defence:

· Providing assistance as required in the event of a Civil Defence emergency being declared.


	· Civil Defence training sessions and events are attended.




Note:  The above performance standards are provided as a guide only. The precise performance measures for this position will need further discussion between the jobholder and manager as part of the performance management process.
	Person Specification:


Knowledge/Experience

· BE or NZCE or its equivalent 

· Broad understanding of public health engineering

· General understanding of other civil engineering disciplines

· Computer literacy and interest in new technology

· Competent GIS user

· Competency in CAD drafting convention and techniques

· Current drivers licence

Key Job Competencies

The following competencies are considered vital to the effectiveness of the Utilities Engineer - Assets and will form part of their performance review:

· Excellent communication skills and negotiation skills

· Ability to prioritise work commitments and to meet deadlines

· Ability to work with minimal supervision

· Committed to providing a quality customer service

Amendments

This position description may be amended from time to time by the Operations Engineer in consultation with the jobholder.
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