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	Job Title 
	Graduate Surveyor

	Team
	Property and Estates
	Grade
	Scale 6

	Reports to
	Property, Estates, and Facilities Manager

	Date
	July 2025



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To provide professional support to the Property and Estates service across all areas of practice, assisting with matters relating to property maintenance and commercial landlord duties.

To develop demonstrable knowledge of property management activities such as; measured surveys and plan production, building pathology, installed services, repair and maintenance, landlord and tenant, marketing, lease negotiation, and compliance activities.

To lead in the delivery of asset risk assessments and support the Council’s Structural Engineering and Compliance Officer in evidencing tenant compliance, and to provide critical support in administering the asset management database.



Key areas of focus:
	[bookmark: _Hlk146096760]1.
	Carry out regular inspections and monitoring of the condition of the general fund estate, making records and reporting to colleagues.

	2.
	Carry out surveys and investigations and prepare accurate plans and drawings from field work.

	3.
	To carry out regular desktop and site inspections to check and maintain statutory compliance across the district, obtaining certification and maintaining accurate records.

	4.
	To interrogate various data sources, working to resolve any gaps in existing asset data.

	5.
	To complete pro-forma asset risk assessments considering all site risks and relevant data, updating central records, and determining frequency for future ongoing assessments.

	6.
	To carry out a focused campaign, liaising with the Council’s commercial tenants, ensuring that all tenant compliance obligations are being fulfilled. Collate documentary evidence and update central records, liaising with team members for advice and support where necessary.

	7.
	Support senior colleagues in preparing feasibility work, cost benefit analysis and environmental assessments in the preparation of capital and revenue works.

	8.
	Develop demonstrable knowledge of building construction, services including fabric, mechanical and electrical and be able to correctly diagnose defects and write specifications to achieve the appropriate remedy.

	9.
	Assist in design of planned maintenance projects; prepare specifications, bills of quantities, financial estimates and tender/quotation documents.

	10.
	To ensure safe working methods are adopted by yourself, all staff and contractors, during both scheme development and execution of works on site, and that they comply fully with all recognised Codes of Practice and Health and Safety at Work legislation.

	11.
	To lead in embedding the new Civica CX asset management system, assisting the team to adopt the platform and providing in-house support.

	12.
	To calculate, co-ordinate and oversee Service Charge / utility accounts for tenants in accordance with lease terms.

	13.
	Prepare terms where necessary for licences, wayleaves and easements in respect of the Council’s land holdings and investigate and resolve encroachments on Council land. Including full instruction of legal services to produce relevant documentation.

	14.
	Act as representative to monitor effective delivery of repair and planned maintenance within the terms of supplier contracts and/or partnering structures.

	15.
	Provide high quality procurement services in order to effectively deliver reactive and planned maintenance works to the Council’s corporate property and land portfolio.

	16.
	Provide technical and non-technical support to other Council staff as appropriate

	17.
	Attend corporate, estate, reactive and planned maintenance or other inspections and raise necessary orders or enforcement and oversee all works from inception through to completion.

	18.
	To deal with enquiries from the public or their representative on estate management matters.

	19.
	To build and maintain effective working relationships with all client departments, discuss their requirements and resolve any issues arising efficiently and effectively.

	20.
	Work closely with the Property, Estates & Facilities Manager regarding all aspects of the duties and responsibilities as outlined in this job description.	

	21.
	To adhere to existing working practices, methods, procedures, undertake relevant training and development activities and to respond positively to new and alternative systems.

	22.
	To co-operate with the Council in complying with relevant health and safety legislation, policies and procedures in the performance of the duties of the post.

	23.
	To maintain confidentiality and observe data protection and associated guidelines and regulations where appropriate

	24.
	Avoid any action that may cast Arun District Council and/or its activities into disrepute.

	25.
	Undertake any other duties and responsibilities within the overall function, commensurate with the grading and level of responsibilities of the post.

	26.
	Such other duties as may be specified by the Property, Estates, and Facilities Manager.

	27.
	Any other duties that are appropriate with this post.



Additional information (not contractual)
	1.
	Responsible for 0 staff.

	2.
	Not responsible for budgets.

	3.
	Service delivery;

The postholder is expected to work to service delivery standards set by others. 












Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Recognised degree level surveying qualification.
	X
	

	Enrolled on RICS APC pathway or similar
	
	X

	Experience

	Inspection and assessment of buildings.
	X
	

	Measured surveys
	
	X

	CAD
	
	X

	General Building Surveying and/or Estate Management experience
	X
	

	Local Government experience
	
	X

	Knowledge

	Good working knowledge of IT applications including Microsoft Office Suite (Word, Excel, Powerpoint, Outlook, Access)
	X
	

	Understanding of the technical aspects of reactive repairs / planned maintenance and the construction process.

OR

Understanding of estate management practice, property appraisal and valuation, marketing, commercial L&T etc.
	X
	

	Knowledge of the Health and Safety at Work Act 1974 and its practical application.
	
	X

	Good working knowledge of Autocad software
	
	X

	Knowledge of Local Government Property & Estates operating environment and relevant legislation.
	
	X




	Behaviours

	Accountability: Accepts responsibility for their own actions, behaviours, performance and decisions and is transparent about this. Acknowledges when things go wrong and learns from this.
	X
	

	Consistency: Continually maintains standards and behaviours that lead to producing high quality work and delivering on promises and commitments.
	X
	

	Commitment: Displays values which contribute to a shared focus, exhibits high level of effort and commitment, is motivated to achieve, and demonstrates responsible behaviour.
	X
	

	Innovative: Is creative when finding solutions at 
work, using initiative to improve service delivery.
	X
	

	Self-development: Analyses behaviour and results to learn from mistakes and successes, to support continuous development.
	X
	

	Competencies

	Collaborative working: Working together to achieve a shared goal. Builds effective relationships with internal and external customers.
	X
	

	Communication (written/oral): Able to communicate clearly, appropriately and respectfully with colleagues and customers.
	X
	

	Critical thinking: Able to separate information, prioritising this and referring to policies and procedures before making decisions.
	X
	

	Industry knowledge: Keen to keep abreast of knowledge and best practice specific to the role/area.
	X
	

	Initiative: Understands what needs to be done and accomplishes it proactively and with minimal supervision.
	X
	

	Organisationally aware: Has an understanding of Arun’s Vision, general functions, and the political environment in which we work.
	X
	

	Organisation skills: Plans and prioritises own work with reference to line manager. Makes the best use of own time and meets deadlines.
	X
	

	Working with stakeholders: Displays Arun’s values and behaviours when interacting with internal and external stakeholders.
	X
	




	Other 

	
	Yes
	No

	Does this role require a Basic/Enhanced DBS check?
	
	X

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	X

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s licence and access to a vehicle?
	X
	

	Does this role attract an essential car user allowance?
	X
	

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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