JOB DESCRIPTION

	SERVICE AREA:


	GROWTH 
	
	

	
	
	
	

	JOB DESIGNATION:
	Estates Surveyor – General Practice, Valuation or Relevant Pathway
	SCALE:
	Grade I (SCP 35 – 39)

	
	

	DIVISION / SECTION:
	Estates Management

	
	

	RESPONSIBLE TO:
	Senior Surveyor

	
	

	POST OBJECTIVE
	To assist the Council to manage the asset portfolio with an emphasis on general practice work. Cases will include valuations, lease renewals, rent reviews, due diligence, inspections and reporting to senior officers and members on the performance of the portfolio.


MAIN DUTIES AND RESPONSIBILITIES

1. To inspect properties within the Council portfolio to ensure the management of the portfolio is compliant with all legislation.
2. To identify factors affecting income and rental growth, potential capital expenditure and development opportunities.
3. To take responsibility for the day to day management of the portfolio and keeping in regular contact with members and other staff regarding the portfolio performance.
4. To assist with the delivery of development projects.
5. To attend regular meetings regarding assets.
6. To contribute to discussions and debates on the market and implications on value.

7. To develop and maintain an in-depth knowledge of the investment and occupational markets in the locality for all sectors.

8. To negotiate, agree and complete terms for the acquisition of new sites and to provide cost estimates and scheme progress reports as required.

9. To work closely with planning, legal, finance and other internal departments.

10. To provide valuations and general advice for a variety of different purposes. 

11. To undertake Compulsory Purchase work where necessary.

12. To undertake a work allocation role within the estates surveying team, to help the Estates Manager ensure proactive and efficient management of casework and timely delivery of tasks.
13. To negotiate, agree and complete terms for lease renewals, lease agreements, acquisitions and disposals. 

14. To manage purchase / sales due diligence and to work with internal and external professionals to instruct surveys for compliance purposes.

15. To support the Estates Managers and Senior Surveyors with strategic asset management work; identifying and valuing land/property which may be surplus to the Councils requirements, undertaking internal and external consultation on development/disposal plans, helping to prepare business cases for acquisition/disposal/development.

16. To prepare committee reports and briefings for clients and partner organisations as may be required and to attend committees and working groups as necessary. 

17. To comply with relevant policies, procedures and guidelines including Health and Safety Policy. 

18. To ensure responses to the public enquiries are carried out in a courteous manner within agreed timelines.  

19. To work within the various timescales, laid down by statute and clients and manage the caseload in accordance with initiatives and directives. 

20. To provide effective, day to day, property advice to client departments and partner organisations. 

21. To maintain outputs of appropriate quality. 

22. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.

23. To promote and adhere to the workplace values of our organisation.
This is not an exhaustive list of duties and employees shall be expected to undertake other relevant duties and tasks as appropriate.
PERSON SPECIFICATION

	SERVICE:
	Growth 

	
	

	JOB DESIGNATION:

	Estates Surveyor – General Practice, Valuation or Relevant Pathway

	
	

	UNIT:

	Estates 


	COMPETENCY / SKILLS / KNOWLEDGE / EDUCATION
	PERSONAL QUALITIES
	CATEGORY
	METHOD OF ASSESSMENT



	Education & Training 
	· Member status with the Royal Institute of Chartered Surveyors or equivalent.
· Relevant Degree such as, Surveying Degree / Real Estate Management / Property Development & Valuation / Quantity Surveying & Commercial Estate Management.
	E

E
	A
A/I

	Knowledge and Experience
	· Relevant previous post qualification experience, minimum 5 years.

· Experience managing a mixed portfolio.

· Experience in working to agreed targets within a relevant environment.

· Variety of property work at a professional level.

· Knowledge of the development process and legislation.

· Experience assisting with the delivery of development projects

· Experience of working to multiple and conflicting deadlines.

· Representing organisations on internal and external groups.

· Establishing systems and procedures to ensure effective and efficient service delivery.

· Dealing with senior personnel & council members.
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E

E
E
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E
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	Skills and Abilities
	· Flexible and able to meet tight deadlines.

· To work unsupervised to a high quality. 

· Up to date with current property legislation and practice. 

· Ability to collect and analyse complex information, to consider and evaluate all relevant factors, and draw logical and reasoned conclusion.

· Ability to plan, co-ordinate and deliver own tasks and programmes to meet client and other targets.

· A responsive, constructive and flexible attitude towards working arrangements within a team environment.

· Good organisational skills.

· Proficient in using IT (Microsoft Excel and Word) and property management systems.

· Able to demonstrate business acumen.

· Ability to produce concise and accurate reports and correspondence for a diverse range of recipients.

· Ability to identify problems, suggest and implement solutions.

· Have first hand knowledge of property related issues faced by local authorities and other public sector organisations.
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	Other Requirements
	· A commitment to own development and to supporting training and development initiatives.

· Must be mobile / have access to a car to attend business meetings at other sites / locations within the district on a regular basis.

· Confident and courteous manner, both in person and on the telephone.

· Demonstrate ability and commitment to customer care.

· Contribute to the development of good working relationships within the team.

· Ability to display sensitivity, tact and diplomacy.

· Excellent social and communication/negotiation skills to effectively work with managers and other
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For information

Category (E)


Essential Recruitment

Without which the candidate would be unable to carry out their regular duties.
Category (D)


Desirable Features

Which, would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc.
Method of Assessment (A)
Assessment by application

Method of Assessment (I)
Assessment by interview
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