
ROADS AND MARITIME SERVICES
POSITION DESCRIPTION

	Job Title:
Contract Officer
	Position No.:
Various

	
	

	Classification:
USS 5
	Date:
February 2012

	
	

	Location:
Yennora
	Delegation Level:
6

	
	

	Directorate:
Commercial Services
	ANZSCO Code:
5111111137

	
	

	Immediate Supervisor: Procurement Manager
	


POSITION PURPOSE
The Contract Officer is responsible for developing tender/contract documentation and carrying out the tendering process for the procurement of materials and subcontract resources necessary for the delivery of projects by Civil Works Services Section.

KEY ACCOUNTABILITIES
· Ensure that the tender process, assessment and award of assigned contracts is achieved in a timely and efficient manner by carrying out the scoping of work, developing tender or contract documents, administering the tendering process, and assisting in the award of contracts.

· Ensure that post-award contract requirements are met by obtaining insurance documentation, security deposits and organising the execution of deeds.

· Assist in the efficient running of the Procurement Unit by maintaining records, registers and databases.

· Assist in cost estimating and the issuance of work orders by obtaining quotations from subcontractors directly, by using tendered rates from panel contractors, or from cost databases.

· Contribute to the effective management of the procurement process by providing support and assistance to the Procurement Manager. 

SELECTION CRITERIA
· Demonstrated experience in road and/or civil construction projects.

· Demonstrated experience in developing contract documentation and carrying out the tendering process for civil engineering projects.

· Demonstrated ability in interpreting engineering construction drawings, measurement of quantities, and scheduling of items of work.

· Demonstrated experience in the administration of contracts, with demonstrated knowledge of contract administration procedures and principles.

· Demonstrated practical knowledge of quality management principles, OHS&R and traffic control requirements, and environmental responsibilities in a civil works environment.

· Demonstrated analytical, conceptual and problem solving skills with a high degree of initiative and flexibility.

· Effective communication and negotiation skills, with the ability to deal tactfully and effectively with various stakeholders.

· Demonstrated proficiency in the use of computer software, including word processing, spreadsheets and database management.

Notes:
· A probationary period of three months may apply to this position

· The successful applicant may be required to work outside normal working hours and at different locations on occasions, and to travel within the Sydney region.
· Relevant criminal record checks will be conducted on all successful applicants prior to appointment.

pd2012_00062_contract_officer_uss5_various_2012.doc


