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SELWOOD LTD 
[bookmark: _Hlk195696389]POSITION DESCRIPTION: Electrical Supervisor/Assembler


LOCATION:			Liverpool – Sel-Tank	
POSITION PURPOSE:	Responsible for planning, organising and prioritising the day-to-day electrical and mechanical support services and the effective supervision and development of workshop based electrical/mechanical assembler. 
RESPONSIBLE TO: 	Electrical Asset and Compliance Director 
RESPONSIBLE FOR:	Electrical/Mechanical Assembler

REGULAR CONTACTS:	External	Suppliers
Internal teams & depots

Internal	Group Technical Solutions Director 
Director of Special Projects & Solutions 
SHEQ Director & Team
Fleet Support Managers
Sales Managers and Sales Teams
Solutions Director, PMs and Solution Teams
Installation and Electrical Managers
Operational Managers

MAIN RESPONSIBILITIES:
· To ensure effective planning, organisation, prioritising and scheduling of work, time, and resources to maximise productivity and deliver safe, compliant, quality, and timely electrical support services to meet deadlines and required standard. 
· The Electrical Supervisor/Assembler is responsible for line managing Electrical/Mechanical Assemblers, some may hold an NVQ level 2/3 but other staff are inhouse trained. The size of the team can vary but on average it is 6-7.
· Responsible for the electrical testing of all the Sel-tank products and produce electrical test certificates that are completed accurately and in a timely manner and the results pass according to BS7671 first time every time.
· To be responsible for the scheduling and fleet management for the Sel-Tank LGV drivers, including route planning.
· To ensure the Electrical and Mechanical installations in control containers are being completed and testing in accordance with the IEE regulations.
· To keep the Electrical Asset and Compliance Director informed and provide regular reports on matters including performance, safety, compliance, quality, and employee development
· Champion company core values, mission statement and positive SHEQ behaviours and continuously embed these in the team. Set a professional example of good workmanship, management, and discipline.
· With support from the Electrical Asset and Compliance Director, recruit competent team members and ensure they are appropriately inducted and able to perform their role successfully
· To effectively manage, supervise and motivate team members staff to maximise productivity and achieve quality results. Proactively manage employee development, identifying skills gaps and ensuring all team members are appropriately trained and competent to perform their duties safely and effectively throughout their employment
· To liaise with and advise the Electrical Asset and Compliance Director in matters relating to the development of training courses for team members.
· Proactively manage absence and performance, including setting SMART objectives aligned to department goals, conducting team performance reviews, individual appraisals and regular 1:1s, promptly addressing any areas of underperformance.
· Ensure regular and effective communication of important information to the team including team meetings, briefings, and Toolbox Talk’s, i.e., new initiatives, changes to targets, safety bulletins, company news and recognition of achievement of company objectives
· Connect, collaborate, and build strong relationships both within your team and across the organisations network to deliver objectives and continuous improvement
· Implement and enforce quality, health, safety and environmental policies, procedures, safe systems of work, PPE, regulations, relevant legislation, regulations, and codes of practice.
· Ensure all aspects of work is performed safely, to a high level of quality and in compliance with required standards
· Develop, maintain, and communicate risk assessments for work activities as appropriate, seeking input from the Electrical manager, electrical team and SHEQ
· Ensure accurate and timely recording of near misses, incidents, accidents, and quality issues, and promptly escalate concerns and issues to the Head of Electrical Support & Development
· Ensure all necessary administration and records required for the control of work within the department is completed accurately and in a timely manner, in line with Company procedures and guidelines.
· Maintain confidentiality and observe data protection and associated guidelines
The main responsibilities are outlined above.  This is not a definitive list, and other tasks/activities may be necessary as the company’s commercial activities require.
QUALIFICATIONS & EXPERIENCE:
· Proven experience of successfully managing an electrical function in a supervisor capacity, raising standards, maximising productivity quality, client service and demanding a strong health and safety culture. Ideally experience in a similar industry, preferably construction/Utilities
· Proven experience working as an Electrician in a similar industry and experience completing electrical testing and signing off test certificates
· ECS Gold card with Installation Electrician highlighted
· City & Guilds 2391 Test and Inspection
· 18th Edition
· A comprehensive understanding of electrical health and safety regulations
· IOSH Managing Safely certificate
· Computer literate. Have strong computer skills in Microsoft Office and Outlook
· Able to motivate, engage and develop a team through training, mentoring, coaching, and be comfortable delivering timely feedback to highlight and address concerns and improve performance.
· Be comfortable working in a fast-paced, sometimes high-pressured environment as you will be planning, prioritising, and managing work and resources, whilst ensuring smooth operations and strong outputs, maximising profitability through efficiency and safety
· Demonstrate excellent verbal and written communication, across all levels of the branch network.
· Be forward thinking whilst maintaining a methodical, attention to detail approach. Adaptable
and flexible to support the business to get the job done understanding the requirements of all
stakeholders while maintaining a safe environment for all
· A good aptitude for problem solving and decision making, able to think outside the box, with a
can-do attitude.
· Timely and accurate record keeping, ensuring attention to detail in all documentation required
by the business and customers.
· A strong understanding of all SHEQ legal, regulatory and company requirements to uphold high
levels of safety adhering to all safety legislation, ensuring staff and visitors are kept safe
· Hold a full driving licence (no more than 6 points) and be willing to travel and stay away
overnight as and when required
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