	BATH & NORTH EAST SOMERSET COUNCIL - JOB DESCRIPTION

	[image: ]

	

	DIRECTORATE
	Resources
	POST NO: 

	POST TITLE  
	Senior Estates Surveyor 
	GRADE: 10 (In addition a market supplement of up to £5,000 depending upon experience may be payable)

	RESPONSIBLE TO:       Team Manager 

	REPORTING TO THIS POST:       
Estates Surveyors 
 

	








1. PURPOSE OF JOB

The purpose of the post of Senior Estates Surveyor is to assist in the provision of Property Services to the Council. 

The postholder will act as a technical supervisor within the team to which they are allocated. He/she will take a high degree of personal responsibility in carrying out the most complex and difficult tasks as required of a general practice Senior Estates Surveyor.
As a senior member of the team, he/she will contribute to the general management, development and review of the Team and Unit.  This will be done both in terms of services provided and staff, in accordance with the Council’s Visions and Values, policy and other objectives.  

The postholder should ensure maximum effectiveness and efficiency in the delivery of services.

The Council has a set of Corporate values (Bold, Empowered, Supportive and Transparent) which underpin everything we do and all of our staff are expected to behave in a way that aligns with our values, please see Section 3 for further information.


2. PRINCIPAL ACCOUNTABILITIES

The role entails general property management functions: to include valuation predominately for capital accounting; rent reviews and lease renewals; landlord’s consent applications; breaches of covenant; involvement in community asset transfers and other property management related matters. 

The Senior Estate Surveyor role will contribute to the general management, development, and review of the Team.

Service Delivery

The key outputs of the postholder are as follows:

1. To ensure the delivery of results in relation to the achievement of revenue and capital targets required by clients under the various service contracts.  Undertake property appraisal and landlord and tenant matters.  

2. To be involved with day-to-day matters but also to take a strategic overview of the Council’s property resources and advise on corporate property issues as necessary.

3. To ensure all results are delivered on time and within budget to meet the expenditure and income targets assigned to the postholder and team.

4. To undertake difficult, complex and challenging tasks when asked (eg primarily landlord and tenant work but also portfolio management; development; and asset management work).

5. To assist  the Line Manager in establishing and implementing innovative, efficient and effective means (e.g. data systems) for the team or individuals to achieve successful results. Monitoring of financial data. Where appropriate to ensure all contracts are procured and managed effectively. 

6. To provide clear instructions, guidance and priority to the various internal teams and external advisors as necessary.

7. To undertake detailed investigations into the various Title and Town and Country Planning status of all the classes and types of property included in the Council’s estate.   To prepare submit and pursue Town and Country Planning applications for development and improvement of property in the team’s care as necessary.

8. He/she will guide and support other team members in the execution of similar duties as required to do so by the Line Manager.  Activities may  include:

a. Portfolio management and enhancement;
b. Assisting in the procurement of services such as building maintenance, repair, and specialist services; and
c. the monitoring of expenditure to achieve best value.

9. To prepare and present evidence as an expert witness to the Court, Tribunals, Inquiries and Arbitrators in pursuit of appropriate settlement of disputes over property related matters allocated to the post holder personally or the team. To prepare and present reports as required.

10. To help gather, collate, evaluate and present statistics and information on the financial and functional performance of the property in the team’s care.

11. To act as a senior advisor to the Line Manager with responsibility for expertise on agreed areas of professional practice and techncial information so he/she may act in an informed and effective manner.  To advise the Line Manager of potential conflicts in objectives and to present viable options for their resolution.

12. To monitor and manage all void properties, commissioning inspections, ensuring compliance with relevant insurance policies so that inspections are taking place at the appropriate regularity.

13. To commission, monitor and manage insurance arrangements across the portfolio including valuations, claims and contracts, ensuring the recovery of premiums where recoverable from tenants or other stakeholders and ensuring properties are allocated to the correct insurance policy.

14. To assist the team, when necessary, and act as the Council’s agent in other management functions such as acquisition, letting, management and disposal, (e.g. by sale or lease), of all types of property. In such circumstances the postholder will exercise substantial delegated financial authority in complex and difficult negotiations in order to secure the most advantageous terms for the Council.

15. The Postholder will be expected to act mostly on his/her own initiative once he/she has agreed a work programme with the Line Manager. He/she will be responsible for the achievement of agreed financial & operational targets and will be expected to call upon the Line Manager for only minimal support and guidance.

16. To advise the Line Manager of potential conflicts in objectives and to present viable options for their resolution.

17. To deputise for other Surveyors/Line Manager when requested to do so.

Management

The postholder will be required:

1. To supervise, monitor and support Graduate and Junior members of the team in similar duties 

2. To direct, supervise and manage staff resources within the team, prioritise the workload, and be responsible for the delivery of the outputs to fulfil the Council’s objectives.

3. To assist the Line Manager in the formulation of detailed Service objectives and policies.

4. To assist the Line Manager with the effective and efficient implementation of Council policies and the achievement of the Council’s objectives, including financial ones.

Working in a team

The postholder will be required:

1. To assist in ensuring that the Team’s services are responsive to community needs and that equal opportunity issues are identified and addressed effectively.

2. To assist in ensuring that effective external working relationships are established and maintained with organisations and agencies relevant to the work of individuals and the Team(s).

3. To ensure effective and accessible communication with staff, service users, the public and others as appropriate.

 Service Development and/or Delivery

The postholder will be required:

1. To assist the Line Manager in the formulation of detailed Service objectives and policies.

2. To assist the Line Manager with the effective and efficient implementation of Council policies and the achievement of the Council’s objectives, including financial ones.

3. To contribute to co-operative working across services in accordance with the Council’s Vision and Values.  To contribute to cross-service initiatives as required.

4. The Postholder will be part of the Estates team. He/she will assist the team, where and when necessary.

5. To support other team members in the execution of similar duties as required to do so by the Line Manager.  

6. The Postholder will gather, collate, evaluate, and present statistics and information on the financial and functional performance of the property in the team’s care (either collectively at a team level or individually at her/his property portfolio level) when necessary; and present such information to the Line Manager as required.

7. The Postholder will communicate effectively with the Line Manager.

8. To advise of potential conflicts in service objectives; and in so doing present viable options for their resolution.

9. To advise of any potential conflicts in service delivery that may arise in an efficient and timely manner; and in so doing will assist with their amicable resolution.

10. The Postholder will deputise for the Line Manager when requested to do so.



Other

The postholder will:

1. Adopt a proactive approach to developing and maintaining excellent relationships and communication channels with a wide range of contacts including managers, external clients and suppliers, staff, and employee representatives.

2. Deputise for the Line Manager when requested to do so.

3. Participate in project activity and lead on specific projects or pieces of work, taking responsibility for the achievement of outcomes within required timescales.

4. Ensure conformance to equal opportunity and data protection policies.



3.VALUES AND BEHAVIOURS FRAMEWORK: Improving People’s Lives
	[image: ]
	We are bold in our approach, set aspirational goals for ourselves and create innovative solutions to tackle problems and adapt to changing circumstances. This value demonstrates that we are proactive, take action and deliver outcomes which improve people's lives.  

	[image: ]
	[bookmark: _Hlk57891619]We empower our staff and the people of Bath and North East Somerset so that they have the confidence and ability to find solutions for themselves and others. This value demonstrates how we develop our staff so that they are knowledgeable, are trusted to make decisions, able to challenge us and have the authority to be enablers.
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	[bookmark: _Hlk57891640]We are supportive and work together to build trusting relationships. Our staff give help and encouragement to the people of Bath and North East Somerset and each other. This value describes how we are curious, collaborative and care for each other, our residents, and the environment.
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	[bookmark: _Hlk57891662]We are transparent, honest, and accountable. This value demonstrates that we act with integrity, are open to criticism, are honest about our mistakes and want to improve and do better so that we deliver on our promises.



These Values are underpinned by a set of behaviours for all staff, managers, and leaders. These Values and Behaviours are used to support and inform our recruitment decisions, staff development and organisational behaviour. 

4. DIMENSIONS                                                                                                                  
The Senior Estates Surveyor –will work within a designated service portfolio with a high degree of diversity with variable workforce compositions, business needs and priorities.
Flexible working arrangements mean that post holders may also work in the service / team as required.

The postholder can be personally responsible for the successful conduct of individual transactions involving several thousand/million pounds.


5.    PHYSICAL EFFORT AND WORKING ENVIRONMENT

The postholder may be expected to work/be available outside normal office hours. The post-holder will be based in the Civic Centre, Keynsham offices but may work flexibly or in other buildings from time to time as service requirements/work dictates. The working environment will be predominately in an ‘office’ location but the role involves regular inspections and visits to land and premises (as and when required). The job may also involve attendance at a range of venues, usually other offices or public venues. All Council’s buildings are non-smoking environments.



6.    GENERAL

Undertake such other duties and responsibilities as are specified by the Head of Service/Line Manager and are commensurate with the level of the post.

This job description is not a complete list of duties but gives a general indication of the range of work undertaken. It will vary over time as demands and priorities change. The team structures within the service area operate with a high degree of collaboration and flexibility, individual service portfolios may therefore change over time and post holders are expected to undertake any other duties commensurate with the general level of responsibility of the post.

 


	6.    PERSON SPECIFICATION

	POST TITLE
	Senior Estates Surveyor 

	QUALIFICATIONS:
	Essential
	Desirable

	Qualified (RICS) with relevant post qualification experience, including dealing with difficult and challenging work.
	
	

	PERSONAL QUALITIES

	Strong team player who with a collaborative work style
	
	

	The ability to be proactive, think creatively and identify development opportunities and continuing ways of improvement
	
	

	Strong influencing and negotiating skills, with a strong background in property management appropriate to the designated portfolio for this post
	
	

	Ability to cope with conflicting demands and deadlines
	
	

	Understand our Values and behave in a way that is consistent with them. 
	
	

	KNOWLEDGE & EXPERIENCE

	Experience at a senior level with the ability to supervise and guide junior staff in providing services to specified quality, timescale and budget.
	
	

	A strong background in income recovery and experience in insolvency practice.
	
	

	SKILLS & ABILITIES

	The ability and flexibility to work across and support a wide range of services within the Council and the ability to work with other partner or commissioned organisations.
	
	

	Good written and oral communication skills.
	
	

	Highly numerate, with the proven ability to understand, analyse, interpret, and explain complicated information and data
	
	

	The ability to contribute to the development of new and existing systems and processes.
	
	

	Strong IT skills including Microsoft Office and an ability to manipulate data in excel to produce relevant management information
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