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Job Description 
	Job Title
	Apprentice Quantity Surveyor (Highways)

	Grade
	Band B

	Reporting To
	
Contract Commercial Team Leader

	JD Ref
	REG0092G



Purpose
Assist the Quantity Surveyor in the delivery of specific administrative and commercial duties to support the Highways Operational Service.

Work towards learning other commercial skills, and develop an understanding of highways contracts and their processes.

Complete the designated Construction Quantity Surveying Technician (Level 4) Apprenticeship, undertake a range of duties to develop a portfolio of evidence to support the apprenticeship, and be an ambassador for Apprenticeships in Wirral.

Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
· Continue to develop personally and professionally as part of the apprenticeship.
Administration and Technical Development: 
· Assist the Quantity Surveyor in assessing payment applications and final accounts.
· Assist the Quantity Surveyor in applying for works carried out by Highways Operational Service.
· Help analyse variations, compensation events, and changes to scope to support commercial evaluations.
· Support the preparation and analysis of tender documentation, Bills of Quantities, and pricing schedules.
· Help maintain accurate records in line with internal processes and audit requirements.
· Prepare simple dashboards or summaries using Excel.
· Use appropriate software, with training.


Communication and Collaboration: 
· Develop positive working relationships with other council staff, internal teams, and external partners.
· Work as part of a team and under own initiative (where appropriately trained and competent).
· Prepare clear and concise written communications, meeting notes, and reports.
· Attend meetings and contribute updates within your level of responsibility.

Compliance: 
· [bookmark: _Hlk142571170]Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
Other: 
· Learn to manage your daily workloads and prioritise to ensure deadlines are achieved.  
· Adhere to apprenticeship training requirements, including completing off‑the‑job learning and other professional development documentation.
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]
Role Specific Knowledge, Experience And Skills

Qualifications
· Minimum of 5 GCSEs at grades A*–C (9–4), including English and Maths, and/or relevant A levels, an equivalent Level 3 qualification, or substantial relevant industry experience.
· Willingness to enrol in and complete a Quantity Surveyor Technician Level 4 Apprenticeship.
Knowledge & Skills
· Good literacy and numeracy skills.
· Good level of computer literacy, with particular reference to Microsoft Office applications including Outlook, Word, and Excel.
· Good interpersonal and communication skills.
· Demonstrate the ability to listen and work to instructions.
· Demonstrate the ability to work independently.
· Ability to work to deadlines.
· Desirable - Knowledge and experience of working in local government.
Experience
· Experience of working effectively within a team environment.
· Interest or experience in Highway Maintenance or Commercial Contracts.


Additional Information 

· Ability to travel across the Borough and work from various locations.
· Work hybrid, with a flexible working approach to accommodate service needs.
Health & Safety Considerations::
· Prolonged Repetitive Movements/Actions
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)

Approved By: Linda Summers – Highway Asset Manager
Date of Approval: 31/03/2026
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