MIDLOTHIAN COUNCIL
JOB SUMMARY

	
JOB TITLE:   Team Leader (Neighbourhood Services)
	
POST NO: (NEW) 

	
JOB PROFILE: OC(c) 7 – Grade 7

	
SECTION/UNIT:  Neighbourhood Services 

	
DIVISION:  Place

	
REPORTING TO:  Manager 

	
STAFF RESPONSIBILITIES: Operational Teams 

	JOB PURPOSE:

The jobholder is a Team Leader who will lead operational and/or strategic teams to deliver an efficient, cost effective and professional service to customers and stakeholders. The Team Leader will be responsible for one or more of the following work areas to include but not limited to the following:

	Recycling Operations
	
	Greenspace Operations

	Waste Collection
	
	Land & Greenspace Operations

	Waste Recycling
	
	Land & Greenspace Arboriculture

	Waste Bins & Street Cleansing
	
	Landscaping Hard & Soft

	Household Waste Recycling Sites
	
	Bins & Street Cleansing

	Void House Clearances
	
	Local Neighbourhood Services

	Travel Operations
	
	Recycling & Greenspace Strategy

	Passenger Transport 
	
	Recycling Policy & Strategy

	Fleet Travel & Bus Services
	
	Greenspace Policy & Strategy

	
	
	

	Workshop Operations
	
	Transportation Policy & Safety

	Vehicle Workshop
	
	Road Structures

	Plant Workshop
	
	Road Policy & Strategy

	
	
	Road Planning

	Road Operations & Lighting
	
	Road Safety & School Crossing 

	Road Network
	
	Road Construction

	Road Operations & Projects
	
	Sustainable & Active Travel inc. EV Charging 

	Winter Maintenance
	
	Parking and Permits

	Street Lighting & Projects
	
	

	CCTV
	
	



The jobholder will supervise and lead service delivery in their area(s) of responsibility, provide expert advice and guidance and contribute to the development and delivery of Neighbourhood Services policy and strategy.





	MAIN DUTIES:

Operational Activities

Be responsible for the delivery of Neighbourhood Services operations and/or policy in their area of responsibility through the development and implementation of service and work plans, in conjunction with their Manager. 

Ensure the daily deployment of staff to carry out tasks allocated to them exercising quality control over output and against targets, reporting on the outcomes as required.

Responsible for monitoring and controlling timekeeping and attendance and authorising leave, making arrangements for holiday and sickness cover.

Responsible for allocating resources, labour and machinery, liaising with colleagues to programme work as required.

Responsible for staff morale and performance providing pastoral care as required.

Responsible for instructing staff in the safe use of Health and Safety equipment, providing technical advice as required. 

Maintain asset registers and databases to ensure that the Council meets its statutory requirements, such as waste collection weights, tree condition, fleet vehicle maintenance and school transport. Ensure that records are accurate and up to date.

Maintain standards and specifications for all aspects of service delivery. Prepare costings and briefs for feasibility studies and for the appointment of contractors. Working with the manager develop, implement and monitor work scheduling, project planning and performance monitoring mechanisms. 

Ensure that works undertaken comply with approved specifications, practices and standards, including that of sub-contractors; and that appropriate risk assessments are undertaken in compliance with Construction, Design and Management regulations and that all relevant information is available to all staff

Provide advice in the area of responsibility to other divisions within the Council and to members of the public. 

Participate in the coordination of the Council’s emergency response and winter service delivery, such as responding to flooding, adverse weather effects, snow etc. 

Undertake any other relevant duties determined by the Senior Manager or Manager.



Management Activities

Assist the manager to prepare and manage work programmes with colleagues and external clients establishing the best method of organising work, set targets to achieve effective utilisation of all resources and carry out regular reviews of resource matching.

Coordinate staff teams to deliver a range of services in the area of responsibility eg waste collection, grass cutting, passenger transport and vehicle maintenance.

Contribute to the development, implementation and review of strategic policies in the area of responsibility and guidance documents, in line with the Single Midlothian Plan to ensure Best Value for the Council.

Monitor service performance ensuring that performance and financial targets and rates of return are being regularly achieved as well as high performance levels of operational and service delivery. 

Supervise the staff in the area of responsibility in accordance with the Council’s HR procedures, policies and protocols: be responsible for staff recruitment, selection and development; review of performance and the motivation of staff; ensure the appropriate application of personnel policies to manage personal, professional development and mentoring, absence, grievance and disciplinary matters.

Participate in management and execution of the weather emergency programme in line with the agreed policy.

Contribute to Corporate activities directed at service improvement e.g. EFQM, Health and Safety, divisional working groups and external benchmarking.

Administrative/Finance Related Activities

Assist the manager to monitor expenditure against approved budgets, identify variances and take remedial action where required. 

Prepare and price tenders for internal and external clients.

Produce annual charge rates for all work and prepare costs for annual budgets.

For the area of responsibility prepare a programme of replacement equipment, plant and vehicles and agree servicing requirements and costs with the workshop.

As relevant to the area of responsibility submit staff occupational health referrals, monitor staff health and safety eg HAV’s, approve and conduct risk assessments on Sphera, submit manager e-forms for new starts, leavers, changes to hours extensions etc., submit vacant post authorisation forms and job adverts, order supplies eg P2P, upload information to the Council web site, check fleet telematics system and submit requests for driver fob keys and fuel pin numbers, submit for approval IT equipment requests, communicate with sales reps, organise equipment and machinery demonstrations, organise and book training for staff.
	% OF TIME
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10%




	KNOWLEDGE:

Essential

Educated to SQCF level 7 (HNC level or equivalent technical/professional qualification) in a subject appropriate to their area of responsibility; or can demonstrate significant relevant experience in a local authority of comparable size and complexity. 

Experience of staff supervision, IT systems used in an office environment, project management and financial responsibility.

Clear evidence of commitment to continuing professional development.
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