JOB DESCRIPTION 

	Job Title:
	Property and Assets Manager

	Service:
	Property
	Grade:
	M

	Responsible to:
	Assistant Director of Property
	Responsible for:
	Senior Property Officer x 2
Property Estates Officer x 1 

	

	Key Objectives:

	1
	To lead and manage the operational delivery of the Property and Assets service and line manage the Property and Assets team.  

	2
	[bookmark: _Hlk212475670]To identify and evaluate opportunities for the most effective, efficient, and commercial approach to property asset management for Cherwell District Council.

	3
	To prepare high quality business cases and evaluations to support and inform decision-making relating to the Council’s property portfolio and individual assets.

	4
	To work with the Assistant Director of Property, develop a clear vision for the Council’s property strategy, including developing a comprehensive asset management plan setting out the Council’s approach to asset management, investment, rental grant subsidies and community devolution.  

	5
	To line manage, performance manage and recruit where necessary for the Property and Assets team. 

	6
	To be responsible for both capital and revenue income and expenditure budgets across the Council’s property assets. Capital works budgets total around £3-5M, revenue income totals £5.5M and expenditure budget totals around £5M. Authority to authorise financial transactions with prior budget approval up to £25K.

	7
	To assist with the repurposing of assets in line with the Council’s town centre regeneration projects.

	8
	[bookmark: _Hlk212475844]To lead, manage and deliver excellent value for money from the Council’s property asset portfolios and providing an outstanding property service to internal and external customers. Ensure that the Council’s assets and facilities enable the delivery of the Council’s wider services and objectives. 

	9
	To work with colleagues within the wider Property team, other service areas and other stakeholders as necessary to scope, plan, write and implement / deliver the asset action plans as required.

	10
	To work with the Capital and Special Projects team to deliver the capital works programme across the Council’s estate to enable the decarbonisation of assets to ensure compliance with the 2030 carbon zero agenda. 

	Principal Duties and Responsibilities:

	1 
	To be the operational lead for the Property and Assets team, providing functional planning and daily leadership to the delivery of the service.  

	2 
	To lead, inspire and motivate your direct team, through the efficient and effective management of services, staff and resources.

	3 
	To take the day-to-day lead to deliver the Councils’ proactive asset management approach to its property assets in order to deliver added value, capital receipts and rationalisation of the Council’s property portfolio.

	4 
	Deputise for the Assistant Director of Property as required.

	5 
	To take responsibility for the oversight and caseload management of the Property and Assets team whilst directly undertaking the professional case work on the most valuable and important assets.

	6 
	To be aware of the Property teams KPIs and ensure that Property and Assets work programme contribute to achieving the desired KPIs.  

	7 
	Where necessary, to work with the Assistant Director of Property to secure the necessary approvals to procure additional resource for the Property and Assets team. 

	8 
	To update internal financial, programme and risk data at least monthly or when a change has occurred in terms of budget profile, programme and risk ensuring all electronic information is stored on the appropriate project folder.

	9 
	To follow the correct procurement processes and procedures.

	10 
	To advise, update and prepare information/reports to inform Council Committees as required and robust business cases to support decision-making and approvals.

	11 
	To support the maintenance of a comprehensive and accurate property management system and asset register, ensuring that asset data variations are provided to the Property Support Officer. 

	12 
	To ensure that all members of the Property and Asset team comply with Council’s procedures and guidelines e.g. health and safety, quality assurance and professional codes of conduct.

	13 
	To support the ‘one team’ ethos and culture of ‘going the extra mile’ to achieve service excellence. To act as a role model to junior team members.

	14 
	To undertake any other duties that can reasonably be expected of the role and the level of responsibility. 





PERSON SPECIFICATION
	
	Essential
	Desirable

	Qualifications 
	1
	Educated to degree level or equivalent.
	1
	A management qualification, CMI or equivalent.

	
	2
	Membership of a relevant professional body (RICS).
	
	

	
	3
	Evidence of continuing professional development (CPD).
	
	

	Experience

	4
	Substantial experience of leading a Property and Asset team in a corporate environment with multiple sites.
	2
	Experience of delivering substantial capital projects.

	
	5
	Demonstrable extensive property project management experience.
	3
	Track record of delivering change effectively in a large organisation.

	
	6
	Experience of managing a portfolio of property related projects.
	 4
	An understanding of projects in a programme environment. 

	
	7
	Experience of and proven ability to deliver complex, challenging and politically sensitive change, and projects involving partners and external suppliers. 
	
	

	
	8
	Operating in a multi-disciplinary, high profile, political environment managing multi-million-pound capital budgets. 
	
	

	
	9
	Demonstrable ability to create good working relationships with staff, all levels of management and members. 
	
	

	
	10
	Experience of procuring and managing external consultants.
	
	

	
	11
	Ability to work with limited supervision or direction and to lead others to make well analysed decisions based on complex data.
	
	






	
	12
	Are adept at identifying project risks and issues that threaten programme delivery and understand how to escalate and report risk.
	
	

	
	13
	Substantial experience of management of project budgets and production of robust cost forecasts.
	
	

	Knowledge

	14
	Understanding of best practice project management processes, risk management and performance management.
	 5
	An understanding of the democratic decision-making process in Councils. 

	
	15
	Understanding of financial and budget management.  
	
	

	Skills
	16
	Excellent presentation, written and verbal communication skills enabling effective presentation and reporting of complex and sometimes technical information to a wide-ranging audience. 
	
	

	
	17
	Ability to lead projects, making autonomous decisions in relation to prioritising work. 
	
	

	
	18
	Ability to identify and propose solutions to problems. 
	
	

	
	19
	Ability to produce high quality and robust project documentation, ensuring documents are complete, current, and stored appropriately in line with the project management policy. 
	
	

	
	20
	Exceptionally strong interpersonal skills with the ability to effectively communicate, influence, motivate, negotiate and build rapport with project teams and people at all levels within and external to the Council, including elected Members. 
	
	

	
	21
	Personally effective; excellent organisational skills with the ability to prioritise and delegate. 
	
	



	
	22
	Proficient in MS Office skills (Word, Outlook, Excel etc.) and hybrid working.
	
	

	Other requirements / circumstances / aptitudes
	23
	Ability to develop constructive relationships with stakeholders, partners, consultants, colleagues and others within and outside the organisation, and to influence and persuade others.
	
	

	
	24
	Self-motivated, enthusiastic, and approachable. 
	
	

	
	25
	Determined and decisive with high levels of energy and resilience.
	
	

	
	26
	Solution focused.
	
	

	
	27
	Flexible in respect of managing people and service delivery.
	
	

	
	28
	Ability to travel effectively throughout the District. 
	
	

	Safeguarding children, young people and vulnerable adults
	29
	Fully understands their role in the context of safeguarding children, young people and vulnerable adults.
	 6
	Full DBS clearance or the ability to achieve full DBS clearance.
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