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Assistant Engineer
Position Description
	Job title:
	Assistant Engineer
	Location:
	Wellington

	Status:
	Permanent
	Effective:
	May 2009

	Division:
	Catchment Management
	Department:
	Flood Protection


1. Role of the Flood Protection Department

The Flood Protection Department sits within the Catchment Management Division of Greater Wellington Regional Council. The Flood Protection Department is tasked with region-wide responsibility for Greater Wellington’s river and flood risk management. The department’s activities include investigations, design, contract administration, asset management, hydraulic modelling, gravel survey and analysis, flood warning and policy advice.

2. Purpose of role

This position is within the Assets and Investigations Team. Key work areas for the position include:
· Assisting with the building of new models and maintenance of existing hydraulic models of regional watercourses owned and operated by the Department.
· Assisting with flood hazard investigations 

· Assisting with asset management functions

· Other duties as may be required from time to time

3. Working relationships/reporting lines

This position reports to the Assets and Investigations Team Leader. The Team Leader will co-ordinate work and hold Review and Reward discussions. This position is within the Flood Protection work matrix and the appointee can expect to work on a mix of projects and be responsible to other Team Leaders. 

The Assistant Engineer will not have any permanent staff reporting to him/her but from time to time staff and consultants will be allocated for specific work or as part of a team project. In such instances, the incumbent will be responsible for briefing, setting and controlling direction and outputs of allocated staff. 
The Assistant Engineer is required to work closely with the other staff within the Department and will have contact with a number of internal and external stakeholders and the public.

Greater Wellington has a commitment to providing excellence in customer service and this commitment will extend to all levels of the incumbent’s working relationships, including but not limited to those noted below:

· With the Manager, Team Leaders, and all other staff of the Flood Protection Department.

· With other staff within the Regional Council, including senior management.

· With Government, local authorities, environmental groups and other organisations.

· With the public for providing information and advice on construction works and flood risk.

· With consultants employed by the Flood Protection department.

· With contractors and suppliers.

· With elected representatives and Committee appointees 
4. Key results and tasks 

	Key results
	Key tasks


	· Keeping relevant and accurate records in relation to all of the incumbent’s functions.


	· Improve, operate and maintain the hydraulic models owned by the Department. Produce a prioritised plan to convert existing one dimensional models to 2D models over time. 
· Hydraulic analysis of structures and other obstructions to watercourses, reporting and making appropriate recommendations.
· Assisting with the implementation and operation of SAP asset management software and other assigned asset management tasks.
· Preparation of briefs for consultancy services, recommendation of selected consultants and supervision of their activities.

· Preparation of reports, including gravel analysis reports, design reports, environmental reports, other special evaluation reports and routine departmental reporting and correspondence.

· Assist with flood hazard investigations including the preparation of flood hazard maps and flood information as required. The presentation of evidence, where appropriate, at consent and other hearings.
· Provide information to the public and responding to specific enquiries for which information can be supplied.
· Preparation of contract documents, provide recommendations on selected contractors or suppliers and management of contracts.

· General design office functions and other reasonable tasks as may be allocated from time to time.


	Working Relationships

· Builds effective and enduring relationships with internal and external stakeholders. 
· Dignified conduct in the performance of duties, both within and outside the organisation.


	· Uses excellent relationship skills when dealing with internal and external stakeholders and customers.
· Communicates effectively with the public in responding to flood hazard enquiries
· Attending public meetings and tours needed to publicise or inform on activities undertaken by the Flood Protection Group.

	Self Management

· Demonstrate continuous improvement in performance /personal development

	· Be open to consultation and seek regular feedback from your manager in line with Greater Wellington’s performance management system (R&R)

· Identify opportunities for training and development

· Comply with Safety and Health legislation and policies.



	Sustainable Resource Management

· Demonstrates a commitment to sustainable resource management.


	· Promotes sustainable resource management and promotes the Council’s role and achievements in this area, including making effective and efficient use of resources available to the Department.




5. Dimensions (employees, budget, expenditure)

No assigned budget responsibilities but responsible for completion of work within financial allocations up to $50,000.
Not responsible for the performance of staff.
6. Health and safety

Greater Wellington (GW) is committed to providing and maintaining a safe and healthy working environment for all employees and to other people such as visitors, who potentially may be exposed to the risk of injury or harm as a consequence of our activities or through visiting our premises and work sites. 

All employees should familiarise themselves with the GW publication “Keeping employees safe at work”.  In addition, each department is responsible for maintaining an up to date hazard register that details specific hazards associated with the work that employees may be exposed to in the course of their work.  Your manager is responsible for ensuring that you are introduced to the register on commencement with GW.  It is essential that you familiarise yourself with the register and the procedures associated with it, particularly if you are field based or your work is likely to expose you to risks not generally encountered in an office based role.

All employees who regularly use a PC should also be aware of the potential for suffering a strain injury commonly referred to as ‘occupational overuse syndrome’ (OOS).  This can result from incorrect workstation set up, or prolonged periods of using keyboards and mouse without taking regular short breaks.

Everyone working for GW should ensure that they:
· Have read and understood the health and safety procedures relevant to their department and responsibilities.
· Practice safe work methods.
· Protect themselves, their work colleagues and any other party, from unsafe situations by working in a safe and responsible manner, in accordance with statutory requirements.
· Participate in hazard identification and developing recommendations for corrective action.
· Report all accidents, incidents, including near misses, whether or not these events involve injury or harm as soon as practicable so that remedial action can be taken.

Part two:
person specification
Essential knowledge, skills, and behaviours

1. Qualifications, skills and experience
· Bachelor of Engineering (Civil or Natural  Resources) degree or an equivalent tertiary qualification

· Preferably one to three years relevant experience in river engineering or related field, involving:
1. hydrologic analysis and hydraulic modelling

2. river engineering design

3. general design office experience including contract preparation and supervision.

· A high level of computer literacy. Familiarity with hydrologic, hydraulic, GIS and management related software is preferable

· Good oral and written communication skills, at both the professional technical level, and with the general public
· Familiarity with environmental and sociological effects and there assessment

· Self-motivation and the ability to work without close supervision

· The ability to work in a friendly and co-operative manner and in close association with other Flood Protection staff.
2. Personal attributes and behavioural competencies

· Understands the importance of using sound judgement, by weighing up relevant options and evaluating potential outcomes to ensure decisions are based on well thought out processes. Ability to influence through effective application of knowledge and logic

· Ability to contribute and work collegially as a member of the department

· Understands the importance of building and maintaining positive durable working relationships with both internal and external stakeholders

· Committed to and understands the importance of maintaining a work-life balance
3. Physical requirements

· A full and current driver licence
· The ability to use safely a keyboard mouse without causing or aggravating an injury

· The jobholder must be able to physically carry out the functions of the position.
Part three:  our core values
Greater Wellington is committed to achieving Quality for Life by ensuring our environment is protected while meeting the economic, cultural and social needs of the community.

To achieve this vision, we must work closely as an organisation and develop committed partnerships with others.  This is possible when we focus on:

· Positive, durable relationships

· Innovation – trying new ways of doing things

· Delivering on our promises and commitments.
Positive, durable relationships are possible when we:

Treat others with respect


This means we:

· are positive, supportive, patient and good humoured

· are courteous, sensitive to others’ needs and prepared to listen

· value our differences

· are open and honest in our communications

· are aware of the cultural diversity of our colleagues and communities.  In particular, we are open to learning about the Treaty of Waitangi and tikanga Maori

Are consistent in our dealings with each other

This means we:

· ensure our policies are well communicated and understood

· ensure fairness and consistency when applying policies.

Are willing to be team players and contribute to others’ goals

This means we:

· want to establish positive relationships

· are honest and trust each other

· are excellent communicators

· are co-operative and prepared to compromise

· take the time to understand others’ issues, goals and workloads

· openly share information and resources and are up front when we are unable to help

· are prepared to accept constructive criticism

· are reliable

· use the skills of everyone at Greater Wellington.

Innovation ( trying new ways of doing things

This means we:
· are proactive and look for solutions not barriers

· are flexible and embrace change

· inspire each other

· are courageous in looking for new ways of doing things.

· strive for continuous improvement.

Delivering on our promises and commitments 

Happens when we:

Focus on Quality for Life


This means we:

· think of ourselves as part of one organisation

· keep in mind the overall goals of Greater Wellington  

· understand what each area does and where we can work together

· understand Greater Wellington’s position on a range of issues

Are accountable 


This means we:

· act in the interests of our ratepayers and are careful with resources

· ensure our work is high quality 

· recognise and appreciate excellence

· have opportunities for input but recognise that others have the right to make decisions and, once made, we back those decisions

· are professional and take pride in our work

· take responsibility for mistakes and learn from the experience
· are willing to ask for help and advice when we need it.

Strive for excellent customer service 


This means we:

· are approachable and accessible to internal and external customers

· are realistic in what we promise and we deliver on those promises

· listen and take the time to understand issues/ concerns

· provide answers and strive to ensure the customer gets the information they need. This means making sure we make links within Greater Wellington and to other agencies where appropriate.

Lead by example


This means we: 

· behave in ways that are consistent with the overall goals of Greater Wellington

· are environmentally aware and aim to inspire others.

Date and signatures

	Job holder:  _________________________
	Date:_______________

	
	

	Manager:     _________________________
	Date:_______________
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