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Job Description

	Role Profile Title:
	Senior Quantity Surveyor
	Job Code:
	

	Job Title: 
(for use when creating an individual job description)
	Senior Quantity Surveyor

	Job Family :
	Functions/Specialists
	LAL Level:
	2

	Position Reports to:
	Commercial Manager

	BU / Project / Dept.:
	DTSS T09

	

	LEIGHTON ASIA 

	LEIGHTON ASIA, established in 1975, is a leading international construction company. Headquartered in Hong Kong, Leighton Asia delivers a portfolio of high-profile infrastructure projects throughout Asia. As a proven leader in the delivery of complex tunnel, rail and road networks, Leighton Asia also delivers turn-key renewable energy infrastructure including utility-scale wind, geothermal energy and waste-to-power installations. Its building projects range from schools, embassies and luxury high-rise residential towers, to large scale leisure complexes, a growing number of which are built to international green building and energy efficiency standards. Leighton Asia currently operates in Hong Kong, Indonesia, India, Macau, Malaysia, Philippines, Singapore, Thailand and Iraq. 
Leighton Asia is a member of the CIMIC Group.

	

	PURPOSE OF THE ROLE (why does the position exist, WITH what objectives)

	The role is responsible for tracking and reporting project progress and costs in consultation with the respective project teams; evaluating and reporting sub-contractor progress, validity of claims, etc.; tracking and recording sundry account transactions WITH THE OBJECTIVE OF minimising financial cost, maximising financial recovery and limiting contractual and commercial exposure to dispute.

	
Key working relationships (Explain the people and levels and reasons both within and outside the organisation with which this job has to interact)

	PRIMARY AUDIENCE (Internal)
	PRIMARY AUDIENCE (External)

	Within the same function:
· Contracts Administrator
· Claims Assistant
Outside the function:
· Construction department
· Planning department 
	· Client representatives
· Sub-contractors

	
Qualification, Experience and Skills (Please provide typical qualification and experience requirements for the position, and not qualifications of the position holder)

	QUALIFICATIONS
	· EXPERIENCE

	· Degree in Quantity Surveying or related area
	· Total work experience: 10+ years for experience in quantity surveying
· Total relevant experience: 10+ years for experience in quantity surveying

	


	BEHAVIOURAL SKILLS

	(Refer to Knowledge: Leadership Capabilities / Behavioural Expectations for the descriptions of behavioural skills for the role)
· Knowledge of legal aspects relevant to contracting
· Planning & time management skills
· Process orientation

	Key Accountabilities (List all areas of responsibilities, with key tasks and performance metrics defined)

	KEY ACCOUNTABILITIES
	KEY TASKS & PERFORMANCE INDICATORS

	Client claims management
	Tasks: 
· Conduct regular site visits and coordinate with relevant project teams to review project information against contract requirements
· Update monthly project progress data on an on-going basis
· Enter cost details into the JD Edwards project cost control system in a timely manner
· Provide accurate inputs to supervisor for preparation of monthly progress claims to the client; Create draft claims documents as directed by supervisor

Performance indicators:
· Feedback from supervisor on client claims management support 

	Sub-contractor progress monitoring
	Tasks: 
· Create draft agreements for sub-contracted work and seek approval from supervisor 
· Conduct site visits on a regular basis to track progress against sub-contract requirements 
· Produce and maintain month-end cost-to-date and forecast costs for sub-contractors 
· Highlight deviations from plan to supervisor for subsequent action planning and corrective action

Performance indicators:
· Feedback from supervisor on sub-contractor progress monitoring

	
Sub-contractor claims management
	Tasks: 
· Conduct site visits to verify accuracy of sub-contractor claims for cost variations, etc.
· Respond to correspondence received from sub-contractors in a timely manner in line with sub-contract requirements
· Seek support from supervisor and/or project teams as required 

Performance indicators:
· Feedback from supervisor on sub-contractor claims management 

	Sundry accounts management
	Tasks: 
· Track cost of all charitable donations attributable to the project
· Raise invoices for all surplus/demolished materials sold, in a timely manner
· Follow up for timely receipt of payment from buyers of surplus/demolished material
· Update records of all donations, sales of surplus/demolished materials, etc. on an on-going basis
· 
· Performance indicators: 
•	Feedback from supervisor on sundry accounts management

	Agreed By (please sign when agreeing on this job description):

	
	Name
	Signature
	Date

	Employee:
	
	
	

	Manager:
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