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Position Description

1.
TITLE:
Site Manager 
2.
LEVEL:
Front line
3.
POSITION NO:
06
4.
POSITION OBJECTIVES:

· Communicate effectively and cooperate with all relevant industry stakeholders

· Provide support to others as identified and required
· Effectively and efficiently work within the each site 
· Promote and protect Tagara’s image as a Customer Service Focus organisation
· Undertake Special Projects as required

· Be diligent and professional in pursuit of job and project outcomes

· Transfer of position within area of expertise if required

· Implement the company’s QHSE system in all aspects of project activities

5.
KEY RESPONSIBILITIES:

Corporate & departmental:

· Contribute to corporate goals and policy
· Promote Tagara’s corporate values and support programs that enhance and compliment the culture of the organisation (eg Customer Service, Values & Behaviours etc)
· Maintain quality records using QHSE IS and any other relevant in-house systems
· Attend meetings as identified and required
· Wear the company logo and represent the company professionally at all times

Human Resources Management

· Foster a conducive working environment through employee relations activities and communications

· Participate in the recruitment and selection process as relevant 
Training and Development & Performance Management

· Participate in and undertake relevant organisational training programs

· Participate in any future mentor programs as identified

· Participate in and undertake performance appraisals with direct reporting staff
Work, Health and Safety (including Workers’ Compensation)

· Ensure that Work, Health Safety & Welfare obligations are met

· Show initiative to the minimisation of environmental pollution, waste reduction and recycling, heritage as well as flora and fauna preservation
Work, Health and Safety (including Workers’ Compensation) Cont’d…

· In conjunction with the Human Resources Manager ensure any rehabilitation, return to work plans, are adhered to
· Maintain company vehicles, plant and equipment in a safe, clean and operational condition
· Monitor a plan for the reduction and elimination of risk within the workplace and facilitate its implementation
· Ensure ‘tagging’ of all electric power tools and equipment has been performed

· Provide such information, instruction and training as is necessary to ensure each employee is:

· Safe from injury and risk to health in the workplace

· Able to effectively and efficiently carry out their job

· Provided with adequate opportunity to maintain or improve work related skills.

· Ensure that Project Control Plan’s and safety requirements are adhered to at all times.
As a Site Manager you are responsible for:
· Maintain comprehensive working knowledge of the contract, the drawings and specifications
· Manage materials, subcontractors and/or day labour and coordinate deliveries to sites

· Coordinate labour/staff and subcontractors daily to achieve the program outcome

· Set out the works and check the set out performed by others

· Place orders for sundry material requirements in a cost-effective manner

· Ensure daily diary notes and daily site reports are completed

· Report on the progress of work daily to the Project Manager

· Perform inspection of the work to ensure the quality of product is as high as or higher than expected

· Continually Implement 2 weekly programs and ensure that they are distributed / discussed and regularly updated.

· Conduct / participate in regular (weekly / fortnightly) sub-contractor meetings and ensure that the agenda and minutes are recorded and kept on file

· Ensure that all site instructions, RFI’s, and sub-contractor activities are recorded using QHSE IS

· Ensure that “plant & equipment” and “RCD” registers are up to date and accurate

· Perform site inductions for all persons entering the site.  This task may be delegated to a suitably qualified Site Safety Officer under the supervision of the Site Manager

· Authorise accounts for suppliers weekly

· Liaise with subcontractors, clients and consultants throughout the project

Equal Opportunity

· Ensure management and compliance of Tagara’s EO principles
· Ensure training is provided to all staff on EO matters as per legislation

6.
ORGANISATIONAL RELATIONSHIPS:
· Corporate:

· The Site Manager reports to the Operations & Client Services Manager and is accountable to both the Operations & Client Services Manager as well as the Construction Manager.
· Works with Senior Management team, Project Managers and other staff members as required.
· Project Specific – “day to day activities”:
· The Site Manager shall report directly to the appointed Project Manager 

· Works closely with the QHSE Manager, Training Supervisors, Quality Services Manager, IT and administrative teams.
· Is responsible for site appointed safety officers, construction workers and tradespersons.
Qualifications/Experience:
(i) Essential

· Extensive experience in site management
· Work, Health Safety and Welfare Act

· EO Legislation

· Construction Industry Code of Practice 

· Building Code of Australia

Skills:

(i) Essential:

· Leadership and time management skills
· High level of interpersonal skills with an ability to resolve issues
· Excellent negotiation skills

· Prior experience in dealing with, developing and motivating staff
· Innovative skills to identify opportunities and alternatives and initiate and develop new ideas and practices

· Computer skills

Corporate Values:

Demonstrate strong work ethic, attitude and values compatible with Tagara’s culture and values, specifically:

	· Quality through continuous improvement

· Honesty & Integrity

· Value the customer
	· Sense of urgency

· Professionalism
· Having fun
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