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Detroit Canada Tunnel Corporation Job Definition Worksheet – Manager of Commercial Operations, Health & Safety

	Position:

	Manager, Commercial Operations, Health and Safety
	Name:
	Jim Fredette


Responsibility:
Plans and executes commercial sales activities primarily in Ontario and Michigan                
Responsibility:
Responsible for the DCTC Health & Safety Program             
	Task
	Standards
	Expectations
	Power to Act

	1. Develops and maintains commercial accounts

Related Processes

10-75 Charge Accounts


	Makes sales by contacting and developing current and prospective clients.
	30 leads a month

3 new customers a month
	Full responsibility

	
	Makes personal contact with all current major commercial accounts every 6 months
	Major customers complete positive service surveys
	Full responsibility

	
	Initiate, review and approve applications for commercial credit within three weeks of application.  (Must have credit checks)
	No application is to take longer than a month 


	Full responsibility,
VP approval for accounts over $20k

	
	Commercial sales records/files must be accurate, up-to-date and accessible.
	Same  
	Full responsibility

	
	Review tool revenue monthly printouts and take action to discuss with a client and resolve when discrepancies or changes or  a severe reduction in tunnel usage occurs
	For major reductions where service is an issue, prepare a report with action taken and distribute to boss and Operations
	Full responsibility, but must notify boss of a major loss in revenue

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	2. Handles bulk token sales  
Related Processes

10-76 Bulk Token Sales

	Establish, have approved and follow formal procedures for this position to be directly involved in bulk token sales and distribution
	Work with Internal Auditor
	Approved by Internal Auditor and VP Administration

	
	Arrange delivery of tokens  
	Can deliver or arrange to have client pick them up 
	Full responsibility

	
	Arrangement payment for tokens
	Payment can be cash transactions or toll card or cheque
	Full responsibility

	
	Track who buys tokens and in what quantity
	Same
	Full responsibility

	
	Establish a distribution schedule of tokens 
	Limit quantities to ensure that DCTC doesn’t run out
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	3. Provides commercial advice
Related Processes

10-74 Customer Service
	Provides technical advice on commercial carrier services 
	On request
	Full responsibility

	
	Answers all queries of trucking companies 
	On the same day
	Full responsibility

	
	Advises commercial carrier companies on truck weights, lengths and feasibility of transporting hazardous/flammable materials through the Tunnel facility.
	· Same day on phone

· Reports or letters 3 working days 
	Full responsibility

	
	Develop and distribute standardized commercial information materials  
	By end of March 2003
	Full responsibility

	
	Represents the Tunnel within commercial industry organizations. 
	Attend conferences Ontario Trucking Association Annual Show  (Michigan)
	Full responsibility, with VP approval

	
	Provides commercial and customer handling advice to DCTC personnel who come in contact with customers or handle customer complaints
	Work with Operations to identify areas where Commercial Sales can assist in Customer Service training
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	4. Provides public relations and advertising support to senior management.
Related Processes

10-73 Flyer Distribution


	Represents the Tunnel at industry trade shows. 
	As directed by VP Administration
	VP Administration approval

	
	Observes social, economic, and political trends that might ultimately affect the firm and make recommendations to enhance the firm's image based on those trends  
	Makes three significant recommendations a year that positively impacts on tunnel image and/or revenues
	Full responsibility

	
	Serves as a liaison between DCTC and advertising/promotion agencies. 
	Potential for direct mail, telemarketing, television or radio advertising, billboards, exhibits, inserts in newspapers, Internet advertisements or Web sites, in-store displays or product endorsements, and special events 
  
	 VP Administration approval

	
	Establish a working relationship with Operations to provide sales and marketing support
	Clarify what marketing is done by Operations e.g. Nexpress/Nexus
	Full responsibility

	
	Reviews and recommends purchase incentives.
	May include discounts, samples, gifts, rebates, coupons, sweepstakes, and contests

Determine potential to charge for coupon handouts by toll collectors
	Full responsibility

	
	Distributes promotional materials


	Work with Marketing to determine most appropriate materials
	Full responsibility, but must have approval of VP’s

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Provides marketing support to senior management.
	Researches, analyzes, and monitors the financial, technological and demographic factors that may affect the present and future needs of the Tunnel’s customers and product mix.
E.g.  Preauthorized clearance 
	Takes direction from Marketing to conduct research and make recommendations
	VP approval

	
	Recommends changes, where warranted, for pricing 
	For renewal business, new product offers, and long-term contracts with major customers. 
	Full responsibility

	
	Evaluates advertising and promotion programs for compatibility with public relations efforts and serve as the eyes and ears of top management.
	· Inform when something important shows 

· e.g. needs survey – study from Ontario Dept of Transport re customers

· Market studies
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	6. Audits and reinforces all aspects of  DCTC and its Health & Safety Program

Related Processes

10-77 Health & Safety Audit


	Conducts safety review 

	· Annually

· Reports back to Board
	Full responsibility

	
	Conduct regular audits of the overall health and safety performance in the workplace
	Same
	Full responsibility

	
	Inspects DCTC’s work sites 
	Ensure compliance with appropriate legislation and policies, including their enforcement
	Full responsibility

	
	Ensures that DCTC is meeting local fire regulations and insurance industry requirements 
	  Same
	Full responsibility

	
	Maintains documentation and prepares reports and correspondence on related health and safety issues.
	 Same
	Full responsibility

	
	 Work with Canada Labor and MIOSHA 
	· Maintain a good working knowledge

· Maintain good working relationships 
	Full responsibility

	
	Maintains contacts with external agencies, attends conferences, reads publications and identifies trends to determine their viability   for improvement opportunities at DCTC
	3 – 5 significant opportunities per year
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	7. Identifies hazardous and dangerous situations, investigates accidents, incidents and injuries and keeps records
	Develops DCTC polices and procedures regarding use of hazardous materials and the legal, safe and economic disposal  of hazardous waste
	 Same
	Full responsibility

	
	Identify hazards or exposures
	· Write them up

· Enter into new data base

· Alert the appropriate VP
	Full responsibility

	
	Monitors employee exposure to hazards and hazardous materials 
	· Identifies any particular areas where the degree of risk may require more frequent monitoring 
· Ensure the highest level of injury prevention and compliance with safe work procedures and the law
· Inspect more frequently
	Full responsibility

	
	Reviews the purchase and usage of  personal protective equipment
	Same
	Full responsibility

	
	Conducts accident/incident investigations


	Same
	Full responsibility

	
	Work with Human Resources and Risk and Pension in the event of accidents or injuries that result in time off or the need for medical attention or services
	Same
	Full responsibility

	
	Ask for all employees for reporting of near misses
	Work with management and supervision to set this up
	Full responsibility, but must get approval from VP’s for action plans

	
	Keeps DCTC required records on accidents and safety maintenance
	Same
	Full responsibility

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	8. Supports Administration and Operations to maintain the highest levels of health and safety

Related Processes

10-72 Workplace Inspection


	Conducts regular, routine safety inspections on both sides of the tunnel
	Monthly
	Full responsibility

	
	Establishes and uses with both Departments a process or procedure to ensure appropriate and timely actions are taken when an unsafe or unhealthy situation occurs
	Same
	Full responsibility

	
	Ensure practice with mock disasters takes place.  
	This to include supportive disaster agencies like the Fire Department   
	Full responsibility

	
	Ensures contingency plans for accidents or catastrophic events. (Fires, spills, etc.)
	· Up-to-date and in place 

· Work with VP’s
	Full responsibility

	
	Assists in establishing a contingency plan for a major disaster or attack on the facility
	In concert with Operations and both Customs Agencies, 
	Full responsibility

	
	Administers Emergency Response Manual 
	Up to date and distributed


	Full responsibility

	
	Is regularly called upon to help solve workplace safety problems
	Same
	Full responsibility

	
	Works with both Departments to establish an Annual Health & Safety Plan
	
	Full responsibility

	
	Consults with engineering and construction personnel 
	For renovations or new proposed projects to ensure DCTC personnel and contracted personnel are in compliance with code  
	Full responsibility

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	9. Ensures employee safety training & communications,  programs, practices and procedures are in place
Related Processes

10-72 Health & Safety Training


	Develops safety practice programs and policies and coordinates safety seminars and workshops.
	Same


	Full responsibility

	
	Works with both Departments to establish an annual training schedule that addresses remedial, continual and new training requirements
	Same
	Full responsibility

	
	Provides consultative leadership and guidance to management and employees in the promotion of a healthy, safe work place
	Same
	Full responsibility

	
	Works with supervisors to develop leadership skills in promoting and implementing safe practices and working conditions
	Same
	Full responsibility

	
	Works with IT to put in place, maintain and follow up on a web based Health and Safety database and action program
	Same
	Full responsibility

	
	Chairs all meetings of the Joint Health and Safety Committee
	Same
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	10. Other related duties as assigned by the Vice President, Administration 

	Develop a six month and twelve month work plan  for the Commercial function
	Same
	Full responsibility

	
	Develop a six month and twelve month work plan  for the Health & Safety function
	Same
	Full responsibility

	
	Review all processes for which this job is prime 
	Identify disconnects and recommends improvements
	Full responsibility

	
	Identifies development opportunities to improve skills and competencies for this position    
	Same
	Full responsibility

	
	Maintains professional and technical knowledge by attending educational workshops and reviewing professional publications 
	Same
	Full responsibility

	
	Receives regular safety training.
	Same

	Full responsibility

	
	 Interfaces effectively with all levels of corporate management, supervisory personnel and staff

	Same
	Full responsibility
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