JOB SPECIFICATION

JOB DESCRIPTION
	JOB TITLE:
	Estates Surveyor

	SERVICE GROUP:
	Asset Management & Engineering Services

	GRADE:
	6

	POST NUMBER:
	1731, 1733

	RESPONSIBLE TO:

	Property & Estates Manager

	RESPONSIBLE FOR:
	Trainee Estates Surveyor


MAIN PURPOSE OF JOB:

To manage the delivery of a timely programme of rent reviews, lease renewals and property licences aimed at maximising and safeguarding the revenue income stream for the council, and driving further additional receipts if possible. 

Acquisition and disposal of land and buildings, to safeguard the council revenue streams and to seek to increase the available revenue for the council. This may involve disposal of assets which are poorly performing or require significant capital investment. It may involve identifying new assets for the council to purchase which have a good covenant and would deliver a good return on investment at minimal risk and cost. 

Carry out valuations of Council properties, carry out development appraisals, day-to-day management of non-operational properties and give professional advice to Council Members and Officers on all matters related to the Estate.

MAIN DUTIES:   

1. To assist in the effective management of the Council’s property portfolio in accordance with the Asset Management Plan.


2. To conduct negotiations for the acquisition of land and buildings for all Council purposes.


3. To investigate and appraise development potential, value and negotiate the disposal of land and buildings surplus to Council requirements.


4. To negotiate rent reviews and lease renewals, to give advice on assignments and other requests for landlord’s consent and to deal with letting of non-operational Council properties.

5. To monitor and take action on bad debtors, to generate a weekly report of bad debtors and actions being taken to manage the debt.


6. To instruct the Head of Legal Services of terms negotiated for preparation of new leases or variation of existing leases and external legal advice as required.

7. To maintain tracker documents to ensure that caseload work with legal services and finance team are logged and actions taken in a timely manner by Estates staff and colleagues in these other teams.


8. To negotiate terms and charges with statutory undertakers for easements, wayleaves, licenses, etc. in respect of Council land.


9. To advise other service groups of the Council and Council Members on all valuation and property management matters when required.


10. To provide professional advice on land and property issues ensuring that the advice is compliant with legislation and the councils’ processes to ensure value for money and relevant procedures and guidelines are fully incorporated into working practices.

11. To establish and maintain a network of internal and external contacts, including links with other authorities, multi-disciplinary project teams, external agencies and regional partners, in line with the needs of the case/project allocation to deliver property solutions across partner organisations.


12. To develop, manage and implement a range of estate delivery plans, undertaking risk analysis, budget forecasting, business cases and project appraisals across all allocated cases to ensure information is available at all stages of the project and performance levels are met, ensure action is taken to resolve issues at an early stage.
 

13. To write reports to inform senior managers decision making processes, providing expert advice, actions and recommendations.


14. To participate in project board/steering groups in order to provide specialist advice for projects.

15. To lead commercial property negotiations with key stakeholders, ensuring value for money and the best outcome for the council.

16. To facilitate an environment for stimulating innovation with opportunities to plan new interventions that will drive innovation and proactively embrace new ways of working. Consistently looking at the current way of working to see how this can be improved.

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

18. To manage direct reports, 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.

19. 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.

20. 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


	Experience of the key processes required for the delivery of lease renewals and rent reviews. 
Experience in property valuations, understanding the various methodologies prescribed by RICS for conducting property valuations. Maintaining an up to date schedule of comparable rental values for the Council areas, so that Estates can validate their valuations approach.
Extensive relevant experience of estates management post qualification

Experience of staff management to monitor and track staff performance and manage accountabilities
Experience working with lawyers, agents and other professionals, managing KPIs, monthly client reporting, maintenance of risks and issues logs and compliance reporting
	E
E

E

E

E


	A,I

	Knowledge


	Strong knowledge of Estates regulations and relevant legislation impacting on property assets most notably through RICS codes of conduct and best practice statements. Also current knowledge of property law especially in relation to the Landlord and Tenant legislation.
Knowledge of GIS systems and land registry data sets for establishing property ownership and title.

Knowledge of property information systems, knowing what key data is necessary for the efficient and effective management of property assets. Maintaining that property information to enable the council to speedily understand its property ownerships, its lease obligations, its rent roll and all other key estates management metrics.

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

· Takes a 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


	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 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 Estates team deliver revenue incomes for the council which currently amount to 175 of total income for the Council, this is a key undertaking upon which the Council materially relies. Consequently this work must be done quickly and effectively to ensure that the income stream continues to flow efficiently.
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 Commercial Estates Manager. The outcome of these decisions may have considerable financial and legal, political and reputational implications for the Council.
The post holder will be responsible for identifying problems and offering solutions within the field of estates surveying. For example ensuring that a tenant has not encroached upon another tenants land, ensuring that the Council are able to take back assets where lease obligations have expired, and tenants do not acquire rights by the Councils inaction.
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:
Estates valuation and marketing contractors; architects; commercial property customers; corporate property customers; members of the public; statutory authorities such as the Government; RICS; HSE; Hertfordshire CC; NHS; Hertfordshire Police; Hertfordshire fire & Rescue
