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	Role
	
	SUPERVISOR 

	
	
	

	Date
	
	July 2023

	
	
	

	Purpose
	
	To supervise and organise staff in own area and ensure all work, contracts and project plans are carried out to required levels of service, safely and work delivery standards
To liaise with McKay staff on work, contract, and project progress

To provide frontline customer service as and when required

To oversee and carry out all financial and administrative requirements of area 
To work safely without presenting a direct threat to self and others

	
	
	

	
	
	

	Delegated authorities
	

	Authorised to: 

· Approve routine expenditure within budgetary limits
Must seek authorisation for:
· Capital purchases

	
	
	

	Internal and External Contacts
	

	Internal

· Management
· Project Manager

· Planners

· Leading Hands, Electricians, Apprentices

· Finance and Administration staff

· Other relevant McKay personnel

External
· Customers

· Equipment Manufacturers
· Service Companies
· Suppliers
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Key Result Areas

	Key Result Area
	Accountabilities
	Outcomes

	Supervise installation and maintenance
	· Supervises the installation of conduits, wiring, fixtures, devices, and equipment
· Oversees the installation, maintenance, and repair of electrical equipment and wiring systems and state-of-the-art electronic circuitry (example: water treatment plant)
· Supervises the installation and maintenance of electrical power-driven systems and equipment of both high and low voltage
	· All installations carried out professionally, according to specifications and legal requirements and executed in timely fashion

· Installation completed to required standard

· Supervisor has become role model for the team.  Staff look to supervisor for guidance and help.

· 

	Resource and Work/Contract /Project

Management
	· Manage and plan around resource requirements to implement agreed plan
· Oversee, monitor, and correct all stock ordering procedures 

· All stock and parts movements are documented following correct company procedure

· Provide regular updates on project or work progress to all relevant parties within McKay

· Ensure as built and test documentation has been completed in a timely fashion, daily, weekly, or monthly as required by the project.


	· All resources deployed to maximum effectiveness

· Delivery standards are met

· Correct stock ordered and available for work in timely manner

· Returns/re-orders and wastage kept to required minimum
· All relevant personnel at McKay provided with accurate and up-to-date reports on work, contract, or project progress



	People Management
	· Set objective for each role and measure progress against objectives and take corrective action when necessary

· Supervise and organise staff to deliver services to customers

· Schedule and assign work to relevant staff, where necessary completing work personally to ensure work delivery
· Annual appraisal of direct reports

· Assess training requirements of new recruits and current staff and schedule and carry out necessary training and coaching
· Oversee staff to ensure maintenance of work site in a safe and tidy condition
· Participate in disciplinary procedures including meetings when required.

· Ensure timekeeping is correct, including start, finish, and break times.  Take action to correct when necessary.

	· Staffing levels scheduled and maintained at level required for optimum service to customers

· All staff receive required level of training and ongoing coaching

· Motivated staff meet required standard of performance measured through results and employee feedback

· Work sites maintained to highest standards of safety and tidiness



	Budgetary requirements
	· Obtain sign-off on and achievement of all budgetary requirements of area of responsibility e.g., material and labour requirements 

· Deal with all variations as and when arising

	· All job is delivered on or under budget

· All budgetary variations dealt with promptly



	Training and Development
	Supervises and participates in the training and development of employees
	· New recruits are quickly performing at a consistently high level

· Training and development plans aligned with business objectives are in place

	Communication
	Provide a realistic and timely view of project progress to the Electrical Planner Managers and other trades
	· Provides timely, concise yet comprehensive reports to manager

· Builds a strong communications relationship with the Planner

· Verbal and written communication is concise, appropriate, professional, and timely.

	Customer Service


	· Provide efficient and professional service in own area to customers
· Listen and evaluate customer needs and, when required, advise on details of time and costs arising from work

· Ensure workload allocated to staff as necessary
· Ensure relevant staff kept informed of events and issues relating to customers

· Where necessary pass on customer details to other areas of McKay
	· Commitments to customers are met 100% of the time and feedback is positive
· Communication takes place with relevant people before making commitments to customer

· Customers always kept fully informed of delivery and cost of work and any alterations to these that may arise

· Customers know all the necessary contacts within McKay


	Health & Safety 
	· Monitor all Health and Safety aspects and discuss all concerns with management.

· Co-ordinate all safety meetings and ensure all areas of concern are communicated to staff and management.

· Liaise with management on all changes to procedures and polcies.

· Implement all new procedures and policies.

· On an ongoing basis, review adherence to new procedures and policies.


	· All work completed in an efficient, safe, and approved manner
· Downtime due to injuries continues to reduce

· Changes in procedures and policies are communicated and implemented seamlessly with minumum work downtime.



	Team membership
	· Participate as a member of the team and in the wider McKay organisation 
	· Perceived as being an active and committed team member of McKay Electrical

	Other duties
	· Undertake such other duties as the company may reasonably require
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Competencies
	Competency
	Level        

	Customer Orientation


	Is instrumental in anticipating customer’s needs and striving to exceed their expectations; shows a customer service ethic in approach

	Teamwork
	Takes an active role in the team, contributing ideas and encouraging others.  Contributes towards team objectives

	Responsibility
	Highly committed to work area’s responsibilities and ensures all work is completed to a high standard and on time irrespective of problems or issues

	Planning and organising
	Actively plans own and other’s work, ensuring the most efficient use of time enabling priorities to be set, goals to be achieved and optimum time use

	Problem Solving
	Is skilled in the identification, classification and definition of problems within workplace and finds logical solutions to these problems

	Hands-on Management
	Highly accessible to staff and remains in touch with area of expertise providing expert support to team and being hands-on in management style

	Financial Management
	Monitors and controls finances for area of responsibility in line with company policy

	Continuous Improvement
	Produces and monitors work to ensure quality standards are maintained and actively looks for areas where improvements can be made
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Qualifications, Knowledge and Skills
	Qualifications 
	Applicable trade certificate

or

School Certificate 



	Knowledge/ Experience 
	5-10 years work experience

	Skills (including Technology)
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