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Position Description - Schedule B
	Position
	Detailer

	Report to
	ReoXpress Manager

	Direct Reports
	Nil

	Business Unit
	ReoXpress 

	Location
	Milton


Position scope and purpose
To provide all material requirements for individual contracts that meet quality, pricing and delivery specifications and ensure a seamless service to the end user. 
 
	key responsibilities
	key results

	Health, Safety & Environmental requirements are addressed in all operations and project planning.
















Access the contract documentation ensuring that the plans, specification and pricing provide a comprehensive scope of the required building.
Providing clients with accurate project pricing information and ensuring documentation is provided within specified timeframes.
Calculate details and document the materials and units of materials required for the complete contract (Bill of Materials).
Provide a detailed list of the Bill of Materials to internal divisional staff.
Resolve onsite material issues promptly, ensuring that appropriate line of communication is informed of any issues as they arise.
Formulate material orders and initiate the processing of these orders.
Communicate effectively with project managers, site staff and others (including external parties).
Liaise with appropriate staff to resolve onsite material issues, by responding promptly and with accurate information.
Contribute to the overall successful performance of the contract and respond to issues as they arise.


	All work is carried out in a safe manner and in accordance with company HSE policies.
Throughout the workday HSE practice is observed and action taken if practices are unsafe.
Effectively contributes to the implementation of HSE policies and procedures.
Complies with HSE policies, procedures and guidelines.
Reports all H&S and Environmental risks and incidents .
Completes HSE Risk Identification and Assessments.
Participates and engage with the organisation’s Management System.
Collaborates and implement Improvement suggestions in your area of responsibility. 
Participates in emergency response training and practice drills.
Participates in HSE Meeting where required.
Participates in Staff Meetings if requested.
Uses authority to stop any unsafe act.


Client billing is submitted, and acceptances notified 
within specified timeframes.
Accurate and detailed documentation along with supporting information are provided in a timely manner.
 Documentation is distributed to all internal staff and affected parties in a timely manner.
Onsite material issues are resolved with minimal delays and appropriate parties are informed.
 Material orders are formulated, and clearly instructs purchasing staff on the requirements.
Effective liaison and communication is achieved with internal divisions, project managers, draughting and external parties as necessary.
Communication is effective, clear and understood by all internal and external parties.
Information is accurate. 
 Your responsibilities within the ‘contracts team’ are met in a manner in which your contribution is part of the teams overall success. 	


Undertake any other duties as may be reasonably requested by Calder Stewart management from time to time.
key Relationships
	Internal
	External

	ReoXpress Manager
Project Managers
Senior QS and team
Contracts Manager
Site Foreman
Administration staff
Other CS divisional staff
	Services providers and suppliers
Clients and/or their representatives
Project managers
Sub-contractors


Person Specifications
	Essential
	

	Ability to understand and read drawings.
Quantity Surveying of reinforcing steel for quoting projects / Material take off experience.
Relevant industry draughting experience.
Provide clear and precise detail sheets using Schnell Graphico detailing software.
Practical work experience in Construction Industry.
Knowledge of Health and Safety legislation pertaining to a construction environment.
Practical skill in math and calculations which translates to accuracy and measurement.
Excellent communication skills with the ability to communicate with a wide range of people both verbally and in writing.
High attention to detail and ability to interpret drawings and determine required quantities with minimal error.
Proven negotiation skills, problem solving techniques and able to handle situations under pressure.
Proven organisational and time-management skills with the ability to prioritise work effectively.
Professional manner and is adaptable and flexible to the competing demands of the role.
Excellent word processing skills including computer skills: high level of computer literacy required, in particular Microsoft Office.
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Driven by a common purpose

Our purpose

To Build a Strong

Future —-for our people, our
customers and the communities we
live and work in.

Our vision

To be New Zealand's property and
build partner of choice.

Built on collaboration

We have generations of proven experience on our team and we're driven by
acommon set of values in ‘Find a Way’, ‘Play Fair’, ‘Be Loyal’ and ‘Own It".

FI ND We are open minded and

continually work together to

A WAY. solve day to day challenges,

identifying new opportunities
for the future.

We take ownership of our
wellbeing, our work and the work

of our team.

‘BUILD A STRONG
FUTURE.




