Job description examples
Apprentice mentoring program (AMP)
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Coordinator, AMP
Position description:
Position title:
Coordinator, AMP 

Department:
Training Department

Immediate supervisor:
Project Labour Relations Manager

Primary purpose of position:
Reporting to and under the general direction of the project manager of Labour Relations. The coordinator of the AMP is responsible for the management and administration of all aspects of the AMP; develops long-range and short-range AMP planning within the project; coordinates the development and delivery of the AMP training; provides advice and guidance to senior management on AMP issues; and develops contacts and relationships within industry and government.

Basic duties and responsibilities:
1.0
Assist the project manager of Labour Relations by providing advice and guidance regarding the development, implementation, administration and general management of the AMP, thereby contributing to processes that provide for an effective mentoring program that contributes to a stable and productive business environment by:

· Developing all applicable program materials
· Overseeing the implementation and administration of the AMP
· Meeting with owner, engineering procurement construction managers (EPCM), labour provider and contractor management to establish support and champions for the AMP
· Participating in the development of program objectives with senior management, EPCM, client, labour providers and users
· Establishing, in conjunction with staff, necessary support activities for the AMP and monitoring the results
· Monitoring program participation and success through reports from AMP staff
· Developing and delivering supervisor, mentor and mentee orientations to applicable EPCM and contractor personnel
· Providing AMP overview to all new hire craft personnel
· Establishing and maintaining a recognition program for all participants (mentors and mentees)

· Ongoing liaison with off-site agencies such as Alberta Employment, Immigration and Industry, Apprenticeship, Industry and Training, labour providers and other industry associations
· Auditing the proper implementation and administration of the AMP.
2.0
Manages the administration of all aspects of the AMP to ensure a professional service based on excellence in quality, timeliness and expertise by:

· Establishing systems and procedures to implement the AMP, including notification, correction and auditing
· Developing and implementing systems to ensure program elements are clear, consistent and recorded
· Costing of AMP for budgeting and forecasting
· Monitoring the handling of program opportunities for change and participating directly, if necessary, in their resolution.
3.0
Develops long-range and short-range AMP planning within the project structure to ensure that the program’s philosophy is achieved by:

· Evaluating existing systems, policies and programs and making or recommending changes to ensure effectiveness
· Recommending and/or developing new systems, policies, programs and procedures to ensure a creative, progressive approach
· Developing and implementing an audit system to ensure that systems, policies, programs and procedures are working as designed and to highlight deficiencies, if any.
4.0
Coordinates the development and delivery of AMP training, in order to ensure management, supervision and employees are familiar with and are using current AMP practices, policies, procedures and programs by:

· Identifying with senior management the training needs for the AMP at all levels within the organization
· Establishing priorities for the development and delivery of training
· Developing or coordinating the development of identified program materials, including researching and compiling data and information
· Coordinating the scheduling of AMP training, including physical arrangements, notifications, information dissemination
· Delivering, either as an instructor or facilitator, AMP training; coordinating the delivery of training through AMP staff 
· Evaluating the training provided, including participation, program content, effectiveness, etc. and revising and revamping program materials and arrangements for future training.

5.0
Responsible for the management and administration of the AMP staff to ensure a professional, efficient and planned service is provided by:

· Supervising and directing the day-to-day activities of the AMP staff 
· Coordinating the professional development and training of AMP staff 
· Developing and implementing an appropriate succession plan for AMP staff 

· Monitoring and evaluating, in conjunction (when appropriate) with applicable project management, the performance of AMP staff, including performance appraisals, setting goals, salary reviews, etc.
· Recruiting and establishing appropriate career development plans for all AMP staff 
· Developing and implementing AMP budget, monitoring budget on a regular basis and taking corrective actions where necessary
· Developing and implementing administrative systems and auditing them to ensure effectiveness.

6.0
Develops contacts and relationships within industry and government to ensure active and open lines of communication and harmonious relationships built on trust by:

· Representing or coordinating, when requested and approved by senior project management, the participation of AMP staff on behalf of the project in meetings of industry associations
· Contacting labour provider representatives on a regular basis to discuss issues of general interest and project-specific agenda items, proposed policies, etc.
· Seeking feedback from labour provider, EPCM, contractor associations and project management representatives on the AMP policies and procedures
· Developing and implementing a planned schedule of AMP audits
· Contacting project management representatives on a regular basis to discuss issues, provide information and solicit comments.

Required knowledge, skills and abilities:
· Strong management and supervisory skills

· Strong interpersonal skills

· Excellent oral and written presentation skills

· Education: university or technical school graduate with emphasis in training; post secondary training in management skills

· Experience: 10 to 12 years experience in a training function in construction or maintenance industry, including significant experience in a supervisory/management capacity. Experience in development and delivery of programs, procedures and systems is a definite asset.

Mentoring specialist, AMP 
Position description:
Position title:
Mentoring specialist, AMP
Department:
Training Department 

Immediate supervisor:
Coordinator, AMP
Primary purpose of position::

Under direct supervision of the coordinator of the AMP, the mentoring specialist manages the day-to-day AMP activities on the project; participates in the delivery of programs and policies; develops contacts and relationships with labour provider, EPCM, client, contractor and contractor association representatives; participates in the delivery of AMP training programs on site. 

Basic duties and responsibilities:
1.0
Assist the AMP coordinator by providing advice regarding the development, implementation, administration and general management of the AMP, thereby contributing to processes that provide for an effective mentoring program that contributes to a stable and productive business environment by:

· Delivering AMP orientations

· Assisting AMP coordinator with the development of all applicable program materials
· Assisting AMP coordinator with the implementation and administration of the AMP
· Participating in the development of program objectives with the AMP coordinator
· Assisting with the establishment of necessary support activities for the AMP and monitoring the results
· Monitoring program participation and success through reports from AMP staff
· Assisting with the development and delivery of supervisor, mentor and mentee orientations to applicable EPCM and contractor personnel
· Providing, as assigned, an AMP overview to all new hire craft personnel
· Assisting with establishing and maintaining a recognition program for all participants (mentors and mentees)
· Where required and authorized, liaising with off-site agencies such as Alberta Employment, Immigration and Industry, Apprenticeship, Industry and Training, labour providers and other industry associations
· Producing and providing program metrics
· Ordering program materials and recognition awards
· Providing direction to the administrative assistant where required
· Assisting and guiding the field mentoring specialist, when such a position is part of the program
· Assisting with auditing the proper implementation and administration of the AMP.

2.0
Assist with the administration of all aspects of the AMP to ensure a professional service based on excellence in quality, timeliness and expertise by:

· Assisting with establishing systems and procedures to implement the AMP, including notification, correction and auditing
· Assisting with developing and implementing systems to ensure that program elements are clear, consistent and recorded
· Monitoring the handling of program opportunities for change and participating directly, where authorized, in their resolution.
3.0
Coordinates the development and delivery of AMP training, in order to ensure management, supervision and employees are familiar with and are using current AMP practices, policies, procedures and programs by:

· Identifying with the coordinator the training needs for the AMP at all levels within the organization
· Assisting the coordinator with establishing priorities for the development and delivery of training

· As directed, developing or coordinating the development of identified program materials, including researching and compiling data and information
· As directed, coordinating the scheduling of AMP training, including physical arrangements, notifications, information dissemination
· Delivering, either as an instructor or facilitator, AMP training as directed by the coordinator, coordinating the delivery of training through AMP staff 
· Assisting the coordinator in the evaluating of training provided, including participation, program content, effectiveness, etc. and revising and revamping of program materials and arrangements for future training.

4.0
Develops contacts and relationships within industry and government to ensure active and open lines of communication and harmonious relationships built on trust by:

· Representing or coordinating, when requested and approved by the coordinator, the participation on behalf of the project in meetings of industry associations
· Contacting labour provider representatives, when requested and approved by the coordinator, to discuss issues of general interest and project-specific agenda items, proposed policies, etc.
· Seeking feedback, when requested and approved by the coordinator, from labour provider, EPCM, contractor associations and project management representatives on the AMP regarding policies and procedures
· Assisting the coordinator with developing and implementing a planned schedule of AMP audits.
Required knowledge, skills and abilities:
· Strong supervisory skills

· Strong interpersonal skills

· Excellent oral and written presentation skills

· Education: university or technical school graduate with emphasis in training; post secondary training in management skills

· Experience: five to 10 years experience in a training function in construction or maintenance industry, including significant experience in a supervisory capacity. Experience in development and delivery of programs, procedures and systems is a definite asset.

Administrative assistant, AMP 

Position description:
Position title:
Administrative assistant, AMP
Department:
Training Department 

Immediate supervisor:
Coordinator, AMP
Primary purpose of position:
As administrative assistant for the apprentice mentoring program (AMP) coordinator, this position is responsible for coordinating all administrative support activities. This will include establishing work priorities, assigning and supervising day-to-day and ongoing administrative support activities, providing advice, training and direction to other support staff, and overseeing the upkeep and maintenance of the AMP system(s) (i.e. database, training record entries, application forms, follow-up records, etc.).
Basic duties and responsibilities:
1.0
Coordinates, through other support staff or by performing directly, the production of all typewritten documents, correspondence, reports, memos, etc., through use of computer software (Microsoft Word, Excel, PowerPoint, Microsoft Outlook, and various databases) including:

· External and internal memos 

· Letters 

· Policies and procedures manual

· Contingency plans
· AMP audit program
· Computer systems manuals

· Distribution lists

· Forms

· Arranges meetings, takes minutes and issues after approved by coordinator.
2.0
Responsible, either directly or through the assignment to other support staff, for all daily administrative activities for the AMP staff, including:

· Preparing weekly timesheets

· Preparing travel authorizations

· Preparing cheque authorizations, and ensuring proper charge codes are in place

· Receiving and distributing incoming and outgoing mail 

· Receiving and recording incoming telephone calls

· Coordinating meeting rooms on-site and off-site

· Preparing and sending faxes 

· Processing expense reports, obtaining signatures, ensuring proper charge codes are used

· Obtaining necessary supplies and materials for departments 

· Photocopying or arranging for reproduction of manuals, as required.
3.0
Responsible, either directly or through assignment to other support staff, for maintaining computerized systems for AMP staff, including inputting of data, printing reports, etc.
4.0
Responsible, either directly or through assignment to other support staff, for the maintenance of filing systems for the AMP by:

· Filing all material, establishing new files, updating and circulating computerized filing indexes, and maintaining various record books and binders, such as application and evaluation forms.

Required knowledge, skills and abilities:

· Education: post secondary or business education; computer training

· Experience: a minimum of five years experience in an administrative function in a construction or maintenance setting 

· Must have experience in Microsoft Word, Excel, PowerPoint, Microsoft Outlook, etc.

· Strong organizational skills and ability to establish work priorities

· Ability to work independently 

· Strong oral and written skills

· Supervisory experience would be an asset.
Construction Trades General Foreman

Position description
COAA recognized standard 

Responsibilities:
The industrial construction trades general foreman provides leadership and is responsible for, although not limited too: scheduling, workface planning, coordinating, supervising, assisting in cost control and ensuring the safety, consistent and fair application of all Labour Relations policies and procedures, proper apprentice training and productivity of crews at the workface who install/assemble components of industrial products and structures. As a key participant in the relationship with the contractor, other contractors, company and client, the general foreman is generally the second management level and has a further role as a coordinating manager and client interface. The general foreman has the following specific areas of responsibility.
1.0
Safety: The general foreman must champion and provide leadership that results in a safe work culture, is responsible and accountable for the safety of the crews under his or her direction and must understand and accept the importance and legal liability of the role. The general foreman provides direction and leadership, supports and holds the foremen responsible and accountable for meeting their responsibilities, goals and commitments, and provides the necessary information and leadership in this regard. This may include:
· Knowing and understanding the requirements of and liabilities under the Occupational Health and Safety Act

· Knowing, understanding, communicating and ensuring compliance with the safety regulations (Occupational Health and Safety Regulation and Code) and safety policies and procedures

· Identifying needs for crew safety training and facilitating delivery of training 

· Participating in and monitoring “safety tool box meetings” 

· Ensuring completion of initial safety and hazard assessments (field level risk assessments)

· Expediting answers to any technical safety questions

· Participating in safety/incident investigations and reviews

· Ensuring timely responses, actions and corrections to any safety issues.
2.0
Leadership and supervision: The general foreman coordinates crews, is accountable for the efficient organization of crews and must understand and consistently apply the employer’s and owner’s policies and procedures. The general foreman is required to be involved and supportive of any day-to-day disciplinary decisions and those additional discipline actions deemed appropriate by project senior management. This may include:
· Ordering manpower as required

· Assessing competency and capability of foremen and tradespersons; and evaluating crew capability, training and coaching to ensure that the crew meets required levels of quality 

· Communicating the job to and with the foremen

· Assigning crew tasks

· Supporting job training for apprentices and facilitating mentoring of apprentices by journeypersons
· Recognizing, addressing and resolving issues or problems among and between crew(s)

· Setting and maintaining work standards and outlining behavioural expectations to ensure crew morale and productivity

· Applying the company’s corrective action policy where applicable

· Applying the principles of workplace respect on site

· Ensuring crew compliance with project policies and procedures

· Mentoring foremen.
3.0
Planning and scheduling: The general foreman is accountable for following project plans and schedules and ensuring that crews under his or her direction perform daily and weekly activities to meet production goals. This may include:
· Identifying and/or verifying that the field installation work package (FIWP), which includes all tools and materials required by the crew, is available and complete

· Identifying needs and deficiencies in the look ahead plan/schedule and communicating these to the appropriate persons

· Translating general work requirements into a prioritized work plan for each crew

· Reviewing and adjusting specific workface activities and task schedules to meet established production schedules

· Working with the crews to overcome work challenges

· Identifying, verifying and reporting any scheduling conflicts with other crews and contractors to the appropriate persons

· Communicating and coordinating with other trades to avoid and resolve conflicts.
4.0
Labour relations: The general foreman must champion an inclusive labour relations (LR) culture, and is accountable for the adherence to LR policies and procedures by the crews under his or her direction. The general foreman supports and provides information and leadership to the foremen as it relates to them meeting their LR responsibilities. This may include:
· Knowing, understanding, communicating and ensuring compliance with all project LR requirements as they relate to LR policies, procedures and programs 

· Identifying needs for crew LR training and facilitating delivery of training 

· Expediting answers to any LR questions 

· Ensuring a respectful and inclusive LR work environment 

· Understanding the importance of apprenticeship training 

· Ensuring that the project LR manager or designate is included in all major, potentially controversial or questionable LR matters discussions. The advice of the LR manager is sought in a timely manner and is consistently and fairly applied 

· Participating in LR incident investigations and reviews when requested 

· Promoting, supporting and facilitating teamwork and harmony between all construction crews by promoting and fostering a positive, visible teamwork attitude among all project crews, regardless of craft makeup.

5.0
Quality control: The general foreman is accountable for ensuring the work done meets standards and for implementing work processes to improve productivity and product quality. This includes:
· Overseeing the execution of the work, including quality and production, by ensuring that the crews work to job specifications and follow drawings

· Reviewing inspection reports and coordinating resolutions to deficiencies.
6.0
Administration: The general foreman is accountable for the preparation of reports and review of foremen’s reports as required by the employer. This may include:
· Ensuring foremen’s logs or diaries are maintained

· Reporting on crew production, work progress and change

· Approving material requisitions to address any deficiencies in FIWPs

· Completing quality control reports when required

· Completing required information or data

· Reviewing time cards

· Distributing cheques and handling problems with cheques

· Recommending personnel actions such as hiring, promotions and corrective action.
Knowledge, skills and attitude:
Knowledge: Knows and understands:
· Project construction scope and objectives

· Company and project safety programs and objectives

· Company and project/owner LR policies, procedures and programs

· Occupational health and safety and environmental policies and procedures

· Workers’ Compensation Board reporting timeframes and responsibilities

· Collective agreement(s) and company policies

· How to read drawings and interpret specifications

· Scope of both one’s own and other construction trades

· Scheduling and planning

· Administrative tools and systems.
Skills:
Has the ability to:

· Lead crews in a productive manner
· Effectively communicate orally and in writing, with good comprehension
· Implement team building skills
· Use effective interpersonal skills
· Assess crew skills

· Coach and teach foremen and crew members

· Apply good problem solving and conflict resolution skills

· Encourage, foster and manage differences and diversity at the work site
· See how the work and tasks fits into the project
· Form and implement workface crew plans and schedules
· Organize and delegate work
· Effectively run a meeting
· Handle the administrative duties of position, including completion of required documents
· Effectively use computers and other technology applicable to the job
· Effectively use time management and goal setting.
Attitude: Shows that he or she:

· Can take on new challenges and is willing to learn

· Has good work ethics

· Can adjust to change

· Is a role model who leads by example

· Can motivate and mentor foremen crew members

· Takes responsibility

· Is honest and acts with integrity

· Sets the tone for the work group

· Accepts that a diverse workplace is the workplace of the future.
Qualifications:
· Has completed Leadership for Safety Excellence, Construction Safety Training Systems (CSTS)

· Has a current standard first aid certificate

· Has completed a formal supervisory training program (e.g., Better Supervision, Merit Supervisory Training Program, CLAC Supervisory Training Program or equivalent)

· Has three or more years experience as a qualified and competent foreman, who is familiar with other construction trades. 

Construction Trades Foreman

Position description
COAA recognized standard 

Responsibilities:
The construction trades foreman provides leadership, schedules, coordinates, supervises and ensures the safety and productivity of crews at the workface who install/assemble components of industrial products and structures. As a key participant in the relationship with the contractor, company and client, the foreman acts as management liaison and client interface. The foreman has the following specific areas of responsibility:

1.0
Safety: The foreman must facilitate a safe work culture, is accountable for the safety of the crew and must understand the legal liability of the role; ensuring crew members apply the standards for safe working conditions and are fit for work each day. This may include:
· Knowing, understanding, communicating and ensuring compliance with the safety regulations (Occupational Health and Safety Act) and safety policies and procedures

·  Identifying needs and providing or arranging for crew safety training 

· Conducting “safety tool box” meetings 

· Completing initial safety and hazard assessments (field level risk assessments)

· Providing answers to any technical safety questions

· Participating in safety/incident investigations and reviews

· Completing incident and other safety reports.
2.0
Leadership and supervision: The foreman leads the crew and is accountable for how the crew completes the assigned work, and must understand and consistently apply the employer’s policies. This may include:
· Ensuring new crew members are oriented to the job

· Assessing competency and capability of tradespersons ( evaluating crew capability and benchmarking to others to ensure that the crew meets required levels of quality 

· Communicating the job to and with the crew

· Assigning individual and crew tasks

· Training and mentoring crew members in specific tasks

· Coordinating on-the-job training for apprentices and facilitating mentoring of apprentices by journeypersons
· Recognizing, addressing and resolving issues or problems among and between crew(s)

· Setting and maintaining work standards and outlining behavioural expectations to ensure crew morale and productivity

· Applying the company’s corrective action policy where applicable

· Applying project procedures, work site policies and collective agreement requirements.
3.0
Planning and scheduling: The foreman is accountable for following project plans and schedules and ensuring the crew’s daily and weekly activities meet production goals. This may include:
· Identifying and/or verifying that the field installation work package (FIWP), which includes all tools and materials required by the crew, is available and complete

· Identifying needs and deficiencies in the plan or schedule and communicating these to the appropriate persons

· Translating general work requirements into a prioritized plan for individual tasks and assignments

· Reviewing and adjusting specific workface activities and task schedules to meet established production schedules

· Working with the crew to overcome work challenges

· Resolving or, if unable to resolve, reporting any scheduling conflicts with other crews and contractors to the appropriate persons.
4.0
Quality control: The foreman is accountable for ensuring the work done meets standards and for recommending work processes to improve productivity and product quality. This may include:
· Overseeing the execution of the work, including quality and production, by ensuring that the crew works to job specifications and follows the blueprints

· Inspecting completed work and initiating timely resolutions.
5.0
Administration: The foreman is accountable for the preparation of reports as required by the employer. This may include:
· Requisitioning supplies to address any deficiencies in FIWPs

· Maintaining foremen’s log or diaries

· Reporting on workface production and work progress

· Completing quality reports

· Completing required statistics

· Obtaining permits

· Time keeping and time cards, including recording late starts/early starts

· Distributing cheques and handling problems with cheques

· Recommending personnel actions such as hiring, promotions and discipline.
Knowledge, skills and attitude:
Knowledge: Knows and understands:

· Company and project safety programs

· Occupational health and safety and environmental issues

· Workers' Compensation Board and insurance (health and welfare/disability) provisions

· Collective agreement, employment standards and company policies

· How to read blueprints

· Scope of both one’s own and other construction trades.
Skills: Has the ability to:

· Lead the crew 
· Effectively communicate orally and in writing, with good comprehension
· Assess crew skills

· Coach and teach crew members

· Apply good problem solving and conflict resolution skills

· Manage differences and diversity at the work site
· See how the work and tasks fit into the project
· Form and implement workface crew plans and schedules
· Organize and delegate work
· Handle the administrative duties of position, including completion of required documents
· Effectively use computers and other technology.
Attitude: Shows that he or she:

· Is ready to take on new challenges and is willing to learn

· Has good work ethics

· Can adjust to change

· Can be a role model who leads by example

· Is willing to motivate and mentor crew members

· Is a team player

· Takes responsibility

· Is honest and acts with integrity.
Qualifications:
· Has completed Leadership for Safety Excellence 

· Has completed Construction Safety Training Systems (CSTS)

· Has a current standard first aid certificate

· Has completed a formal supervisory training program (e.g., Better Supervision, Merit Supervisory Training Program) or equivalent

· Has three to five years experience as a qualified and competent tradesperson, who is familiar with other construction trades and crafts.
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