JOB SPECIFICATION

JOB DESCRIPTION
	JOB TITLE:
	Building Surveyor

	SERVICE GROUP:
	Asset Management & Engineering Services

	GRADE:
	6

	POST NUMBER:
	1732

	RESPONSIBLE TO:

	Property Services & Asset Manager

	RESPONSIBLE FOR:
	Office Administrator and relevant contractors where required


MAIN PURPOSE OF JOB:

1. To be responsible for managing a varied portfolio of projects across the residential, commercial, and industrial sectors including surveys, dilapidation advice, party wall advice, and construction projects for new builds, renovations and maintenance works.
2. To work closely with both internal and external clients, providing expert advice and support throughout the project
3. To be responsible for the building elements in the facilities management contract, holding the contractor to account for the quality and efficacy of service delivery, value for money, innovation and risk management.
4. Carrying out audits and quality control checks for work carried out by contractors. Ensuring they operate in compliance with HSE regulations and that safe systems of work are employed.  The post holder will set RAMS documents and permits to work and will ensure the contractor abides by them.
MAIN DUTIES:   

1. To be responsible for client management and contract management.


2. To provide advice on the design, construction, maintenance, repair, and refurbishment of properties.

3. To ensure that contractors comply with HSE regulations, and that the Council property assets comply with regulations relevant to the duties of this role, (acknowledging that other duties sit with the Mechanical and Electrical surveyor).

4. To support the Property Services & Assets Manager in the appointment, co-ordination and monitoring of Building, Mechanical and Electrical and other professional Contractors and Consultants.

5. To work with the Property Services & Assets Manager to develop an energy conservation policy for the Council’s Buildings.


6. To conduct building, measured, and condition surveys.


7. To ensure buildings conform to the latest building regulations and technical standards.


8. To write specifications, obtain estimates, plan maintenance programs, and administer contracts for maintenance work.


9. To analyse and report on building defects.


10. To handle claims and negotiations with loss adjusters.


11. To prepare drawings and specifications for remedial work.

12. To prepare schedules of dilapidations.


13. To prepare and submit planning applications.

14. To undertake the role of quality monitor on various schemes.

15. To design extensions, refurbishment schemes, and new build developments.

16. To manage the Office Administrator including setting objectives and targets, conducting performance reviews and developing the team to maximise efficiencies and deliver first class support to the Councils internal and external customers.  To review the service to ensure it remains fit for purpose.

17. To plan, develop and implement strategies for each Council asset which ensures understanding and compliance with the Council’s property management objectives and deliver the optimal level of service and performance to all customers.

18. To vet and approve for payment the accounts submitted by consultants and contractors.


19. To work in accordance with Hertsmere’s Equal Opportunities, Health & Safety, Data Protection and other relevant policies and legislation.

20. To carry out any other duties as required by the post holder's line manager from time to time in accordance with the grading of the post.  Where required, to occasionally deputise for the Property Services & Assets Manager 

21. To safeguard children, young people and adults at risk and make referrals to the appropriate agency. To train and supervise staff to enable them to respond to the safeguarding needs of service users. 
NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A
-Application

I
-Interview / Assessment
D
-Documentary


Evidence



	Qualifications & Training
	A relevant degree or equivalent
Membership of RICS or equivalent
	E
E
	D

	Experience


	Extensive experience of administering construction contracts as Contract Administrator and Employer’s Agent

Experience of managing a variety of projects simultaneously
Experience in producing industry standard reports on compliance, project management, budget management, and contractor monthly service delivery.
Experience of delivering high quality project within agreed timescales

Experience of staff management to monitor and track staff performance and manage accountabilities
Experience of contractor management to KPIs, monthly client reporting, maintenance of risks and issues logs and compliance reporting
	E
E

E

E

E
E


	A,I

	Knowledge


	Strong knowledge of building regulations and relevant legislation impacting on building contracts.

Strong knowledge of building methods and materials

Knowledge of construction procurement strategies, including tendering and contract strategies

Knowledge of the Borough of Hertsmere Borough Council

Knowledge of Planning Policies for Hertfordshire

Knowledge of Political and Democratic context in which the Council operates


	E
E

E

D

D

D
	A,I

	Competences
	Customer Focus

· Leads the customer service approach to service delivery

· Strives continuously to exceed customers’ expectations

Outcome Driven

· Assesses and handles risk effectively
· Able to plan and prioritise to meet statutory and organisational deadlines, managing several projects simultaneously
· Effectively manages resources to achieve results

Organisational Focus

· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.

· Uses evidence and best practice to achieve results

Problem Solving & Decision Making

· Takes ownership of problems 
· Demonstrates initiative and uses good judgment 

· Able to find innovative solutions to service challenges

Change & Adaptability

· Takes a positive attitude towards change

· Takes a positive approach to successfully managing change

· Encourages others to embrace and contribute to change

· Able to work effectively under pressure and adapt effectively to changing priorities
· Looks for and creates opportunities for innovation in service delivery, and problem solving.

	E
E

E

E

E
E

	A,I

	Skills & Abilities
	Communication

· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face

· Able to present confidently at Committee and public examinations or inquiries

· Able to negotiate successfully to achieve objectives

Management

· Able to demonstrate the skills required to manage staff performance

· Able to demonstrate the skills required to successfully manage projects

· Financial management and numeracy skills

Team Working

· Able to build effective, supportive working relationships

· Demonstrates a flexible approach to work

· Contributes positively within a team environment

· Willing to share skills, experience and knowledge to develop other team members

· Willing to learn and assist other team members

· Able to self motivate and work with limited day to day supervision

Quality of Work

· Strives to produce written reports of a high quality with a good attention to detail

IT/Technical Skills

· Able to use all Microsoft Office systems to a good standard 
· Able to quickly grasp the use of specialized computer packages

Research & Analytical Skills

· Ability to analyse information, including complex policy documents, and to summarise information accurately in clear concise report.
· Able to analyse and interpret relevant Council and legislative procedures, and best practice
	E

E

E

E

E
E
	A,I

	Other Requirements
	Driving license and access to a vehicle for work purposes.
Able to undertake unaccompanied site visits, requiring the ability to:

· Travel independently

· Make visual site assessments

· Understand and minimize the risks of lone working

· Access a range of sites presenting various types of land and structures
· Able to support the out of hour’s requirements for the council by remote response, or in dire emergency on site response.
Able to attend occasional evening and weekend meetings.
Presents a neat and tidy appearance.
	E

E

E

E


	A,I,D


COMPLEXITY AND CREATIVITY

The post holder must combine professional standards and probity, council policies, statutory obligations and commercial considerations to maximize returns and benefits to the Council.

The post holder must balance long and short-term interests when negotiating contracts and must operate under a wide range of policy/statutory rules. Creativity is required in looking at development / disposal initiatives, which may be complex in their implementation. 

The post is technically complex, an understanding of complicated building problems and operating equipment is required.  Considerable complexity is involved in ensuring that the maintenance schemes are actively progressed and activities coordinated to ensure tight time scales are achieved.    

The post holder will be required to exercise considerable creativity when looking at various options for capital and maintenance budgets to ensure that the most cost effective option is pursued.

The post holder will require a thorough knowledge of the statutory regulations regarding building works and health and safety and must have an awareness of the possible legal and financial implications of actions taken.  

The post holder will be responsible for a large variety of projects, big and small and will be expected to deliver them on time and within budget. This involves coordinating with a wide variety of other service groups and external contractors/consultants.  The budgets for such projects may be complex and require detailed and thorough monitoring.

JUDGEMENT AND DECISIONS

The post holder must be able to work on their own initiative

The post holder will be responsible for making professional decisions within statutory and policy perimeters under the general supervision of the Facilities Manager. The outcome of these decisions may have considerable financial and legal, political and reputational implications for the Council.
Objective judgements will be required in the context of construction and maintenance projects.  The post holder will be responsible for identifying problems and offering solutions within the field of building surveying and building project management.

The post holder will be required to deal with demanding clients and tight time scales while at the same time negotiating with contractors.  The post holder must be able to negotiate appropriate costings with contractors and is responsible for monitoring the standard of work and for re-negotiating costings appropriately.

The post holder will be required to manage contractors and consultants to ensure that quality levels and timescales are met.
CONTACTS (INTERNAL 25% EXTERNAL 75%)

INTERNAL: All Hertsmere staff & Councillors
EXTERNAL: Facilities management contractor; single service contractors; contractors who are called upon to bid for project works; commercial property customers; corporate property customers; members of the public; manufacturing companies; statutory authorities such as the CIBSE; HSE; Hertfordshire CC; NHS; Hertfordshire Police; Hertfordshire fire & Rescue.
