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Perth & Kinross Council

Task List

Job Title 	Professional Trainee – Energy & Engineering	

Service			Property Services
		
Location			2 High Street, Perth

Reports to		Energy, Electrical & Mechanical Lead Officers		

Responsible for		N/A		


	Job Purpose 
The post for Professional Trainee Energy & Engineering offers an excellent opportunity to work in an exciting multi-disciplinary environment amongst Professional and Technical staff in Engineering, Architecture and Quantity Surveying.  You will work on a variety of challenging projects, learning from on the job training.  You will complete two years of part-time academic study in Building Services or Energy Engineering in a Scottish College or University.  On successful completion of this structured training programme you will be a qualified professional.



Task List

· To support and assist with the day to day delivery of relevant team priorities, activities and projects.

· To organise and control allocated work, ensuring tasks are undertaken efficiently and effectively.

· To assist with research and the preparation of specifications, technical information and relevant data.

· To assist in the development and utilisation of new technology and software applications.

· To promote and protect the Council’s interests in all communications under supervision.

· To undertake research and data analysis as and when requested including internal benchmarking or in conjunction with other organisations.

· Develop excellent working relationships with other Council Services, Outside Bodies and relevant Partners.

· To develop specialist knowledge, expertise and provide advice and support to managers, staff and any other relevant contacts within your area of work.

· To undertake ongoing training and continuing development to ensure knowledge, skills and capabilities are maintained and developed in accordance with the services provided.

· To support and assist with the day to day delivery of Mechanical, Electrical  and Energy  related engineering design activities.

· Carry out surveys and prepare drawings using AutoCAD / REVIT drawing package.

· Carry out detailed designs and analysis using other computer aided software packages such as Hevacomp,Relux,Amtech and IES.

· Carry out applications for new connections and disconnections of all utilities, Water, Gas and Electricity.

· Assist in the monitoring and management of PKC Building Management System to ensure efficient operation of Heating and Ventilation systems.

· Project Manage small scale Mechanical, Electrical  and Energy related projects including Health and Safety and contractor management duties.


Year 1

· Trainees will be expected to follow routine working practices which indicate how the job is to be done and will apply existing rules and procedures to resolve routine problems, however guidance will be available as and when required.
· Trainees will be free to plan, organise and schedule their own work.
· Typically the trainee will obtain/give facts or information to help them or others to complete tasks through discussion, enquiries and/or interpretation and provide a support service to colleagues and/or customers and key stakeholders.
· Trainees will be required to demonstrate progression within the training scheme and relevant qualification.
· Milestone Year 1 - To allow -progression  to Year 2 –  On Successful completion of Year 1 of relevant academic qualification.(NC/HNC/Degree)  

Year 2

· Trainees will be expected to take on lower level responsibilities and make routine decisions to determine the appropriate steps to take in specific circumstances, subject to close supervision.
· Trainees will be required to demonstrate progression within the training scheme and relevant qualification.



OTHER DUTIES



The post holder may be required to perform duties other than those given in the job description for the post.  The particular duties and responsibilities attached to posts may vary from time to time depending on the requirements of the Service without changing the general character of the duties or the level of responsibilities entailed.

Job Specific Requirements 

There is an expectation that short listed candidates at various stages during the training period will meet all the requirements stated below.

	Knowledge & Experience 

	· It is expected that the post holder will be educated to National 5 (N5) level  or equivalent in core subjects including Math’s, English and either Physics, Technological Studies or Engineering Science. 
· Must be computer literate with IT skills in Microsoft Office applications
· Experience of using computer databases
· Ability and willingness to participate in a structured training programme


	Customer Care 

	· Gives a high priority to customer satisfaction
· Provides a high quality and efficient customer service
· Flexible and responsive
· Respects and applies our customer service standards
· Makes every effort to find out what the customer needs
· Tries to exceed customer expectations
· Promotes a professional image of self and the Service
· Applies confidentiality appropriately, taking account of data protection and other legal and regulatory requirements


	Health & Safety 

	· Personal responsibility for taking care of self, customers, contractors and others and must comply with all relevant Health and Safety legislation
· Willing to undertake any H&S training relevant to the post


	Equality & Dignity at Work 

	· Promotes the Council’s values and commitment to equality and diversity, promoting positive values and anti-discriminatory, non-judgmental practice
· Treats colleagues and customers with dignity and respect in line with the Employee Charter and Code of Conduct
· Sensitive to cultural, gender and other staff/customer profiles in all aspects of service delivery



	Communication 

	· Excellent communication and interpersonal skills
· Establishes and maintains effective networks with internal and external contacts;
· Understands the impact of communication styles and varies personal approach accordingly to meet the customer’s needs
· Deals sensitively and tactfully with issues raised by customers and councillors 


	Flexibility 

	· Demonstrates an ability to manage and prioritise constant and often conflicting demands
· Able to work outside normal office hours, including weekends and attend evening/ weekend meetings and events as required
· Willing to learn and adapt to new situations and working methods
· Receptive to new ideas and improved ways of working
· Welcomes change and new approaches and takes positive steps to carry out improvements in service delivery
· Able to work flexibly across the service to meet business needs and service demands


	Achievement of Results 

	· Has a positive approach to work, working flexibly, willingly and co-operatively
· Accepts responsibility for own actions
· Demonstrates a clear understanding of the job including all its tasks, responsibilities, procedures and contacts
· Able to prioritise and complete work within agreed timescales and performance standards
· Successful achievement of completing assignments, course work and examinations efficiently, effectively and within timescales


	Quality 

	· Demonstrates commitment to achieving consistent high standards of work and meeting performance targets


	Team Working

	· A good team player who understands the need to work collaboratively with colleagues and external partners
· Recognises and values other people’s strengths
· Shares ideas, information and good practice and suggests steps and actions to improve services
· Co-operates, respects and works collaboratively and supportively with others to achieve shared goals


	Decision Making & Problem Solving 

	· Identifies problems and offers solutions
· Takes the initiative to help customers and colleagues





