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	Reports to:
	Estate Manager
	

	Employee Supervision:
	None
	Grade:
	2
	Profile Ref:
	89138

	Purpose of the Post

	Provide assistance and support in a wide range of property related matters.

	Responsibilities

	· Provide support in the provision of an integrated and comprehensive strategic property service to the Council, with structured supervision:

	· To undertake general valuations, statutory valuations, asset valuations and valuations for insurance, appropriation and Right to Buy purposes in accordance with the Professional Standards, CIPFA guidelines (as applicable) and Code of Conduct.

	· To ensure all necessary instructions are given to the legal section to prepare appropriate documentation.

	· To attend site and undertake measurements of property in accordance with the RICS Code of Measuring Practice.

	· To ensure that all property related work is undertaken in accordance with statutory requirements, Council Policy and procedures maintaining the highest level of mandatory professional standards.

	· To assist with the effective management of the Council’s let portfolio with a combination of minimising cost and maximising income.

	· To work within the policies and programmes of the Council and client departments.

	· To maintain awareness of current and predicted social, economic and legal trends in both the public and private sector property market particularly as they affect property performance and valuation considerations.

	· To undertake administrative and financially related duties within the rules and guidelines laid down from time to time by the authority.

	· To respond in a professional manner to all verbal and written enquiries from third parties.

	· To respond with empathy and care to the diverse range of external customers that use the Council’s property related services.

	· To embark on a course of study (to be advised/as applicable) to allow progress through the RICS Assessment of Professional Competence (APC) to full professional membership (MRICS).

	· To ensure that the high standards required by the Council and customers in terms of advice, design and performance are adhered to.

	Education and Training
	Measure
	Rank

	· Undertaking a RICS Accredited Exempting degree (or holding entrance qualifications).
	A/E
	E

	· Student membership of the RICS.
	A/E
	D

	Relevant Experience
	Measure
	Rank

	· None
	
	

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of valuation and estate management of land and property.
	A/I
	E

	· Knowledge and ability to use computer applications including GIS, CRM, word processing, spreadsheets and databases and the ability to present such information in a logical manner.
	A/I
	E

	· Knowledge of general health and safety issues in connection with property
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Excellent written and verbal communication skills.
	A/I
	E

	· Aptitude and ability to undertake academic study.
	A/I
	E

	· Self-motivated and able to inspire others by showing commitment, energy and enthusiasm.
	A/I
	E

	· Able to think logically and diagnose problems and identify solutions.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· A passion for delivering excellent customer service.
	A/I
	E

	· Able to demonstrate an understanding of and commitment to diversity.
	A/I
	E

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

	· Commitment to working as part of a team to deliver a quality service.
	A/I
	E

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


