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JOB PROFILE AND PERSON REQUIREMENTS 
CAREER GRADE
	JOB TITLE: Trainee Highway Clerk of Works (6, 7, 8)
Highway Clerk of Works (9)

	GRADE: 
6
7
8
9
	Evaluation Date: 
21 September 2015 (updated September 2026)
	Evaluation Result: 
510
556
261
308
	
NC3790
NC3791
NC3795
NC3737



ROLE AND PURPOSE
Grade 6, 7, 8
To receive training and practical experience leading to Clerk of Works status within the section forming part of a flexible team assisting the day to day control of civil engineering works carried out by developers and others throughout Hull, ensuring that such works are undertaken in a safe manner to safeguard the interest of the Council by ensuring sites are controlled, that design and quality criteria are met, the existing public highway or other City Council owned infrastructure is not comprised, and establishing and maintaining effective communication with contractors, clients and road users. The postholder may be required to work outside normal working hours which may include during the night, weekends and public holidays.

Grade 9
To oversee the delivery of Council and developer led highway related projects. Responsible for ensuring that the material used and work carried out on site and on the highway meet the required quality and safety standards, ensuring that all relevant contract documentation, current legislation and specifications are followed correctly.

PRINCIPAL ACCOUNTABILITIES: 
Grade 6
1. To promote and safeguard the welfare of children, young people and/or vulnerable adults (Service Area to include where appropriate)
2. Statutory Obligations - Observes and interprets sections of the Highways Act, New Roads and Street Works Act and other inter-related legislation, regulations and guidance in overseeing highway construction works, such as associated with S38, S278 and other legal agreements. 
3. To provide technical support and advice for highway, civil and drainage engineering works to developers and contractors working on new highways and / or changes and improvements to carriageways. 
4. To take notes, update logs, produce and maintain accurate records of site visits, inspections, and directives communicating amendments to customers
5. To hold current design and layout drawings, translate and interpret drawings to reconcile these with those used by developers and contractors to ensure consistency of approach.
6. Inform services within the Authority of construction or design issues identified that may impact upon or compromise delivery or disrupt road users.
7. Able to manage, forward plan, prioritise own workload and work flexibly to provide a responsive, helpful and professional service whilst maximising time spent on site.
8. Identify the need for, convene and attend site and office based meetings between developers, contractors and Council officers and provide regular reports on works forwarded to engineering staff.
9. Contribute to design guidance and practice.
10. To keep abreast of key developments and techniques in the field of construction and highways.
11. The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

Grade 7, all of the above plus
12. To gain an understanding of specialist materials, equipment and techniques, such as bitumen, steel and concrete, coatings and other protections of materials, as well as the sources of such items. 
13. To instigate and organise intrusive and non-intrusive testing of materials and workmanship during and after construction and, where necessary, begin to direct remedial action.
14. To liaise with engineers, technicians and others to begin to challenge, negotiate and agree site driven design and build amendments and ensure that these are documented and recorded.
15. To understand the highway agreement processes and phasing of developments
16. To check design, final working and “as-completed” drawings against specifications prior to and post implementation to ensure compliance.
17. To manage traffic signs and carriageway markings in relation to site works.
18. To measure completed work for payments purposes where possible jointly with the contractors’ representative.

Grade 8, all of the above plus
19. To agree joint quality control and oversee and / or direct the improvement and construction of existing and new roads, cycleways and footpaths from design to completion and handover ensuring compliance with current design specifications and standards, health and safety and, eventually, that the completion certificate has been provided by contractors.
20. To provide a professional site supervision and inspection service incorporating project management principles and recommend adoption as highway maintainable at public expense newly constructed highway infrastructure, structures, drainage and street lighting.
21. To be responsible for the identification of defects, instigate, negotiate, agree and monitor any remedial works.

Grade 9, all of the above plus
22. Customer Focus – Advises and liaises with developer and highway contractors on site on matters of quality control and interpretation of design drawings; liaises with the public during works on the highway, including traffic management; assists with identifying all changes to the works and liaises with the contractors and site manager to ensure these are properly communicated, including the issue of instruction to contractors; promoting a partnering ethos to provide a working environment of co-operation, trust, respect, openness and honesty. 
23. Performance Management – Monitors progress to ensure that works are delivered to agreed and approved standards and specifications, such as DMRB and Manual of Contract Documents for Highway Works; checking compliance with relevant quality plans, method statements, risk assessments, inspection and test plans; sampling and testing to verify compliance; carrying out of quality checks and witnessing and reporting on non-compliance; promoting a 'right first time' culture, using quality management procedures, introducing innovation, and sharing best practice and lessons learnt as means of continuous improvement. 
24. Line management of Trainee Highway Clerk of Works.
25. Statutory Obligations – Observes and interprets sections of the Highways Act, New Roads and Street Works Act and other inter-related legislation, regulations and guidance in overseeing highway construction works, such as associated with S38, S278 and other legal agreements.
26. Attends and contributes to design team and site meetings with contractor, co-ordinating the schedule of sequences, work methods, quality and progress. 
27. Identifies work to be done after prior approval granted by the issuing engineer and provides directions to the contractor; checks setting out dimensions; measures and complies records of proposed and completed works.
28. Undertakes continuous site monitoring of work in progress and its quality, identifies and investigates defects, prepares schedule of outstanding works and organisation and gives direction of any remedial works necessary.
29. Takes decisive and effective actions to challenges associated with site activities and defects in construction works through observation and assessment of those undertaking works, their equipment and materials coming to and from and those being used on site as well as in relation to the existing and surrounding ground and road conditions.
30. Carries out such other duties related to construction operations as may be required from time to time.

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. 

Additional information:
Political Restriction - This post is politically restricted under the provision of the local government and housing act 1989 on the basis of the following category: 
THIS POST IS NOT POLITICALLY RESTRICTED
GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties and responsibilities of a similar nature commensurate with the grade and requirements of the post, as and when required, throughout the various workplaces in the Council. 



ESSENTIAL CRITERIA
The application form will be assessed against the job role essential requirements to progress to the shortlisting process. 

Qualifications:
Grade 6
· HNC, HND or higher in construction or civil engineering or equivalent previous experience of working in a construction or civil engineering role
· NRSWA accreditation relevant to role or equivalent

Grade 7, all of the above plus
· Relevant CSCS card
· NVQ Level 3 or 4 in Site Inspection or equivalent
· Health and Safety certification relating to highways
· Evidence of continuing professional development

Grade 8, all of the above plus
· Membership of the Institute of Clerks of Work and Construction Inspectorate or equivalent

Grade 9, all of the above plus
· HNC and/or HND level qualification.
· Evidence of continuing professional development and/or membership of a professional body.
· NRSWA supervisory level

Knowledge:
Grade 6
· Theoretical and applied knowledge of current highway legislation, regulations, codes of practice, design codes and, best practice in civil engineering and construction, including  design standards adopted by the authority, CDM, traffic management and specifications for highway works
· Understanding of the statutory duties / undertakings of a Highway Authority, including role in terms of sustainability and social responsibility
· Familiar with construction health and safety legislation relating to highway works and construction
· Working knowledge of contract procedures, law and the current value of the highway, build, construction and maintenance costs
· Understanding of the behaviour of local ground conditions, including areas of contamination and materials
· Knowledge of construction defects, cause and solutions

Grade 7, all of the above plus
· Awareness of laws, Acts and Council polices relevant to the postholder’s area of work and to employer / employees and compliance under supervision
· Keeps up to date with innovative products and methods through technical articles and daily work

Grade 8, all of the above plus
· Authoritative knowledge of relevant laws, Acts, regulations, best practice, policies and Council policies and the ability to implement with minimal supervision
· Identifies and investigates innovative products and methods of working and contributes to continuous improvement through participation in scheme feedback sessions and performance indicator data

Grade 9, all of the above plus
· Wide understanding of highways, including a broad knowledge of materials, trades, methods, techniques, legal and regulatory and guidance requirements associated with building and maintaining roads.
· Good working knowledge of risk management, and health, safety and welfare to ensure all health and safety procedures are followed and site contained.

Experience:
Grade 6
· Proficient in highway construction techniques and materials
· Competent in use of ICT including MS office and specialist software, such as Autocad
· Experience of highway construction, using civil engineering contracts
· Experience of team working in technical context

Grade 7, all of the above plus
· Experienced in site and highway construction
· Experienced in risk assessment and health and safety issues related to the work area

Grade 8, all of the above plus
· Substantial experience in site and highway construction as a site agent, clerk of works or equivalent
· Proven track record of contractor management 
· Project management and co-ordination to ensure projects are built to specification

Grade 9, all of the above plus
· Experience of delivering and planning services at an operational level
· Experience of successfully managing activity and performance targets 
· Experience of liaison with construction professionals to plan site works, undertake inspections and reporting on progress and problems encountered.
· Experience of working unsupervised and on own initiative to set out, and undertake visual inspections out of doors, involving travel between sites to monitor construction progress, identifying defects and proposing changes to rectify problems.
· Extensive experience in the successful delivery of highway projects to tight time and budgets constraints and those involving restricted sites, night time and weekend working. 
· Experience in delivery of contractor's obligations under CDM regulations and the role of the supervisor under the NEC.

Skills:
Grade 6
· Ability to interpret, recognise and understand contract documents, design drawings and specifications quickly and accurately for application on site
· Ability to organise, prioritise and manage projects and work required and its value 
· Ability to undertake site checks, inspections and measurements of works or services to verify that these are carried out to the required specification and in accordance with drawings and / or instructions, identify cause and effect of construction defects and risks on site and ways to correct or rectify throughout the construction in order to ensure quality of delivery
· Ability to contribute to the development of the service 
· Competent in ICT applications associated with role, including spreadsheet, word processing and specialist software skills

Grade 7, all of the above plus
· Ability to determine the acceptability of new highway or improvement works for future maintenance of the Authority 
· Ability to ensure site safety and works comply to set criteria, specifications and agreed procedures
· Ability to provide engineering support to assist in solving technical issues at a site level resolving issues as they appear
· Ability to ensure suitability of ground conditions and / or extent and design of strengthening or mitigation measures
· Ability to act on own initiative when required to take control of situations
· Ability to monitor sub contractor activity

Grade 8, all of the above plus
· Ability to identify, produce and approve innovative and creative ways of overcoming site difficulties and anomalies, co-ordination of works, addressing concerns of residents on newly adopted roads, minimising the impact of works involving both new development and the existing public highway
· Ability to plan and organise work and contracts to the satisfaction of the service outcomes
· Ability to problem solve at a site level resolving issues as they appear
· Ability to measure and sample construction materials to check quality
· Ability to prepare as built drawings
· Ability to supervise and report on work in progress

Grade 9, all of the above plus
· Ability to become familiar with all relevant drawings and written instructions, checking and using references, and being attentive to detail and vigilant, making continuous observations, timely and diligent evaluation of site conditions.
· Ability to plan inter-related activities, co-ordinate, perform duties and responsibilities independently after initial orientation and having been given general directions. 
· Ability to set an example by acting professionally at all times, including the wearing of personal protective equipment.
· Ability to exhibit sound and accurate judgement to resolve problems on site immediately or within a short timeframe using technical manuals and procedures to determine solutions, adjusting approach and method to best fit the situation experienced and any unforeseen circumstances.

Interpersonal/Communication Skills:
Grade 6
· Ability to establish and maintain professional, effective working relationships with a range of partners/colleagues, including liaison with external and internal engineering teams, contractors and other construction professionals 
· Ability for tactful and courteous discussion
· Ability to work on own initiative
· Ability to operate with integrity
· Ability to collate information and compile site inspection reports

Grade 7, all of the above plus
· Ability to influence and persuade to help negotiate acceptable outcomes
· Ability to understand and explain complex information to a range of audiences
· Report on factors that may affect works quality

Grade 8, all of the above plus
· Excellent influencing and negotiating skills
· Ability to resolve escalated / complex customer queries
· Good presentation skills

Grade 9, all of the above plus
· Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
· Proactive and timely approach to day to day enquiries from contractors, requiring, at minimum daily contact. 
· Confident and courteous manner, persuasive and diplomatic while remaining independent when interacting with contractors and the public, and dealing with difficult situations.
· Excellent liaison and negotiation skills.
· Ability to instruct others.
· [bookmark: Text20]Ability to complete log enteries and prepare reports / statements concerning non-routine technical and operational nature using a variety of methods.
· Ability to complete log entries and prepare reports / statements concerning non-routine technical and operational nature using a variety of methods.

Other:
Grade 6, 7, 8 and 9
· Ability to transport self, documents and equipment within the City
· Committed to professional and personal development, and self-improvement
· Ability to work unsocial hours, such as nights, weekends, and public holidays in order to meet project deadlines 
· Ability to work outside in all weather conditions
· Self motivated and reliable
· Good level of fitness

DESIRABLE CRITERIA
Where there is a high number of applications that meet the essential requirements, the desirable requirements maybe used as part of the shortlisting process.


Qualifications:
Grade 6
· Membership of the Institute of Clerks of Work and Construction Inspectorate
· NVQ Level 3 or 4 Diploma in Site Inspection
· Relevant CSCS card
· Health and Safety certification relating to highways
· Emergency First Aid

Grade 9, all of the above plus
· [bookmark: Text15]Site inspection qualification

Experience:
Grade 9
· Ability to build and maintain effective teams
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