JOB PROFILE

Post Title:	Contract Manager

Post No: 	A04177

The Contract Manager will be responsible for the expenditure of all resources available to develop and implement statutory and non-statutory contractual responsibilities in relation to capital and revenue projects with the Housing Service.

The Contract Manager will have a key role in identifying and developing the long-term strategic approach to the provision of construction related contracts across the Council. 

The Contract Manager will be responsible for consultation and liaison with other services within the Council and all other third parties that contribute to the provision of successful construction contracts in Shetland.  This will include full consultation with existing users of Council services, consultants, contractors and those seeking to access those services

Specific tasks of the Contract Manager will be: 

· To supervise and monitor the performance of multiple high value capital projects (up to £15m at 2026 prices);

· To contribute to and serve as a member of the Housing Service;

· To plan the ongoing development of the skills and abilities of staff and consultants to promote a customer focused Contract Management team to work alongside SIC colleagues within and outwith Housing Service;

· To develop statutory and non-statutory strategy / policy documents relating to construction contracts in consultation with technical managers in other services within the Council and the Executive Manager Housing Service;

· To co-ordinate and manage the provision of a complete construction related contract including design, health and safety, preparation of contract documentation (including the selection of appropriate form of contract), tendering, contractor selection, acting as “contract administrator” for the Council, certification of variations, certification of payments, certification of completion, remedy of defects and the general management of contractors on site;

· To jointly manage with colleagues the provision of technical advice and assistance to Housing Service and other client departments / services and the Council.  This is to include acting as a source of expertise on construction and construction / contract issues, direct intervention and interaction with construction contractors and / or those working on their behalf;

· To manage the collection and analysis of data for translation into strategic and contract documents.  This is to be completed in accordance with all relevant SIC and professional guidance;



· To ensure that all contract and financial administration is undertaken appropriately, taking responsibility for the preparation and management of annual revenue estimates and to manage and monitor contract budgets.  This includes the proper monitoring of available funding and how it is used to deliver the strategic objectives as defined by SIC and the Councils Corporate Plan; 

· To manage the designing, procurement and consultation relating to the production of quality design and contract management services, utilising outside contractors and consultants, where appropriate;

· To undertake feasibility studies for the development of future design services and the provision of information.  This is to include full consultation in accordance with the council’s consultation policy;

· To ensure effective project management of works undertaken by the Housing Service, including setting quality standards, appropriate operational procedures and communication links both internally, with external agencies and with users of Housing Service;

· To manage extended project teams, both internal and external to the Council. This will involve instructing, providing guidance and information, allocating work within the team on a regular basis.  Supervision of junior staff within Housing Service where required;

· To provide support and information to technical staff within Housing Service and to external consultants.  This will involve using proprietary software such as MS Project;

· To regularly undertake site inspections and surveys, involving climbing scaffolding, and other temporary access arrangements;

· To lead or otherwise participate in service development or projects undertaken by Housing Service; 

· To identify and implement policies as they develop in full consultation with Housing Service colleagues responsible for operational activities;

· To lead with the provision of an effective construction design and contract management service for all Housing Service projects as directed by the Housing Management Team;

· To prepare committee reports for Housing Service.

From time to time the council may require the post holder to undertake duties outside of those specified.

PERSON SPECIFICATION

Post Title: 	Contract Manager

Post No:	A04177

This person specification describes the values and attributes of a suitable candidate for our role.  Through the recruitment and selection process we shall be looking for evidence that you understand, share and can demonstrate our values and possess the essential attributes.

Our Values

In Shetland Islands Council, excellent service is at the heart of everything we do.  We provide excellent service by taking personal responsibility and working well together.  We demonstrate this by;

1. Providing an excellent level of service, by making sure we understand, meet and manage our service users’ needs. 
1. Having a positive attitude and taking our responsibilities as employees of the council seriously.  Working in an open and honest way, reflecting on our performance and looking for opportunities to improve and develop. 
1. Demonstrating a positive attitude by being open-minded, fair, respectful, trustworthy and honest. 

For more detailed information on the Council’s values, please visit the Shetland Islands Council’s website and search for ‘Our Values’.

Additional post specific attributes are set out below;

	
	ESSENTIAL

	DESIRABLE

	Personal Features / Qualities
	Ability to provide leadership

Self disciplined and able to work to strict deadlines

Personal motivation and ability to motivate others

Capacity to work under pressure

Energy, vision and initiative

	

	Relevant Experience
	At least 3 years managing contracts / contractors or in a supervisory / managerial post

At least 5 years operational experience within a construction related discipline

Experience and ability to handle project management, procurement and quality / procedure compliance work

Experience of leading and managing a team undertaking multiple projects simultaneously

Experience of managing budgets in a construction or engineering environment

Experience in the use and application of computerised management information systems e.g. MS Project

	Experience in staff training and development

Experience in construction management within a construction related management or technical background

Experience of working in a support service role

	Education
	Possession of Degree / or equivalent in a relevant discipline (see career grade)

Chartered Membership of a relevant construction related professional institute such as CIAT RICS or ICE (see career grade)

	

	Skills, Abilities & Knowledge 
	Ability to manage multi-disciplinary teams

Interpersonal, communication skills and the ability to work within a team environment

Ability to manage a varied works programme and timetable

Ability to communicate and interact with Council staff, customers, the public and third party agencies to achieve construction / contract solutions

Knowledge and understanding of the complex issues associated with construction and contract management

You must have a full driving licence and/or the ability to travel throughout Shetland at short notice and where public transport is limited
	



Allowances:  Distant Islands Allowance
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Category:  Professional & Technical
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