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	Reports to:
	Asset Manager or Estate Manager
	

	Employee Supervision:
	None
	Grade:
	L1: 5
L2: 6
L3: 7
L4: 9
	Profile Ref:
	L1: 89133
L2: 89134
L3: 89135
L4: 89136

	Purpose of the Post

	To support the Asset Manager and Estate Manager in the provision of an integrated and comprehensive strategic property service to the Council, in accordance with the RICS Valuation – Professional Standards 2014 (Red Book), Code of Conduct and CIPFA guidelines (as applicable).

	Responsibilities

	All levels:

	· Undertake the duties specified in their level in addition to those of the post in the level(s) below. 

	· Carry out land, property and site visits (in accordance with health and safety guidance), to undertake inspections, valuations, measurement of land, conduct negotiations, agree leases, tenancies, easements, investigate queries and complaints and respond.

	· Deal with customer enquiries on land and property matters on the phone, in writing and face to face.

	· Undertake any other duties commensurate with the role as requested by management.

	Level 1: Surveyor (Trainee)

	Under the supervision of the senior colleagues (Level 3 and above), undertake and be mentored in land and property management in the following areas:

	· Assist with the provision of an integrated and comprehensive strategic land and property service to the Council.

	· Assist with undertaking all types of land and property valuations.

	· Assist with undertaking the measurement of land and buildings in accordance with the RICS Code of Measuring Practice.

	· Assist with preparing heads of terms and conduct straightforward negotiations for acquisitions, disposals, leases, licences, tenancies and easements.

	· Assist with preparing and sending instructions to internal services and external service providers to prepare appropriate documentation.

	· Liaise with internal and external stakeholders and gather information.

	Level 2: Surveyor (Graduate)

	Under the supervision of the senior colleagues (Level 3 and above), undertake and be mentored in land and property management in the following areas:

	· Provide an integrated and comprehensive strategic land and property service to the Council.

	· Undertake all types of land and property valuations.

	· Undertake the measurement of land and buildings in accordance with the RICS Code of Measuring Practice.

	· Prepare terms and conduct straightforward negotiations for acquisitions, disposals, leases, licences, tenancies and easements, and calculate service charges.

	· Prepare and send instructions to internal services and external service providers to prepare appropriate documentation.

	· Collect management information and prepare reports on the performance of the Council’s land and property portfolio showing key performance indicators and factors that influence and affect the local property market.

	· Undertake effective estate management, such as rent reviews, re-gearing of leases stock reduction, challenging utilisation and reducing the cost of owning property.

	Level 3: Surveyor (Qualified)

	In addition to the above requirements undertake asset management activities in the following areas:

	· Assist with the preparation of complex heads of terms and conduct negotiations for acquisitions and disposals, new leases, licences, easements etc.

	· Undertake complex property administration functions.

	· Provide structured advice and effective management of the Council’s commercial investment portfolio to minimise costs and maximise income.

· Compile financial information and service charges.

	· Promote and facilitate the community and shared ownership of assets.

	· Provide mentoring and guidance to employees.

	· Prepare reports for formal meetings, such as Cabinet.

	· Provide unbiased property advice to internal and external stakeholders.

	Level 4: Surveyor (Senior)

	In addition to the above requirements undertake asset management activities in the following areas:

	· Provide structured and professional advice and develop effective strategies to encourage the growth of small businesses using our assets.

	· Provide structured and professional advice and develop effective strategies to reduce the number of assets held by the Council.

	· Produce development site opportunities and encourage development by de-risking the sites in collaboration with key Business Units to support developers.

	· Assist with corporate and inter-departmental projects, enquiries, presentations etc.

	· Produce statements for representation at Landlord & Tenant Act appeals.

	· Contribute to new lean policies, procedures and guidance.

	· Assist in advising the council on national legislation and guidance as it affects asset management.

	· Contribute to the preparation of the asset management plan and other forms of asset guidance.

	· Make a substantial contribution to corporate projects, enquiries, presentations etc. 

	· Respond to consultation documents from Government and other outside bodies as appropriate.

	· Supervise work being completed by junior members of staff and external consultants. 

	Education and Training
	Measure
	Rank

	· Level 1/2: Relevant RICS exempting degree (Level 6).
	A/C
	E

	· Level 3/4: Accredited RICS qualification and relevant postgraduate degree (Level 7).
	A/C
	E

	Relevant Experience
	Measure
	Rank

	· Level 1: Some experience of general valuation and estate management.
	A/I
	D

	· Level 2: Experience of general valuation and estate management and progressing towards RICS accreditation.
	A/I
	E

	· Level 3: Significant work experience and completion of APC for RICS accreditation.
	A/I
	E

	· Level 4: Significant post qualification work experience and full member of RICS.
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Level 1: Good awareness of general valuation and estate management activities.
	A/I
	E

	· Level 2: Knowledge of general valuation and estate/asset management strategies and policies and the application of RICS Valuation - Professional Standards 2014 (Red Book) and Code of Conduct and CIPFA guidelines.
	A/I
	E

	· Level 3: Good knowledge of general valuation and estate/asset management strategies and policies and the application of RICS Valuation - Professional Standards 2014 (Red Book) and Code of Conduct and CIPFA guidelines.
	A/I
	E

	· Level 4: Detailed knowledge of general valuation and estate/asset management strategies and policies and the application of RICS Valuation - Professional Standards 2014 (Red Book) and Code of Conduct and CIPFA guidelines.
	A/I
	E

	· All Levels: Knowledge of Microsoft packages i.e. Word, Excel, Access.
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Level 1,2: Good oral and written communication skills.
	A/I
	E

	· Level 3,4,: High level of oral and written communication skills.
	A/I
	E

	· Level 2,3,4,: Ability to manage workload effectively to meet performance targets.
	A/I
	E

	· Level 3,4: Ability to negotiate effectively and resolve conflicting interests.
	A/I
	E

	· Level 3,4: Ability to prepare reports and attend cabinet, regulatory boards, and scrutiny commissions in support of senior officers and to act as the representative of the council in meetings with developers, members of the public and other stakeholders.
	A/I
	E

	· Level 3,4: Ability to supervise, train and mentor junior members of staff and/or technical support staff as appropriate.
	A/I
	E

	· Level 4: Highly developed influencing and negotiating skills and ability to reconcile conflicting issues.
	A/I
	E

	· Level 4: High level of technical competency to carry out estate/asset management functions to projects, including the most technically complex valuations, lease negotiations and community asset transfer applications.
	A/I
	E

	· Level 4: Ability to contribute to improvements in service delivery.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Level 1,2,3,4: The ability to work outside normal office hours.
	A/I
	E

	· All Levels: Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· All Levels: Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· All Levels: Work in accordance with the council's values and behaviours.
	I
	E

	· All Levels: Able to undertake any travel in connection with the post.
	A/I
	E


