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Job Description :   
Senior Asset Manager

Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Senior Asset Manager


	Service:
	Assets and Property Services


	Team:
	Asset Management


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Strategic Asset Manager


	Responsible for:
	Supervisory responsibility for Asset Managers and Assistant Asset Manager


	Our Organisational Values 

	Openness
	In Waverley we value openness and honesty where communication is clear and constructive and actions are transparent.

	Excellence
	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.

	Fairness
	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available. 


	Team Work
	In Waverley we value team work and collaboration, with approachable staff actively contributing to our shared corporate goals.


	
Taking Ownership
	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome.


	
Principal purpose of the role

	To undertake property related professional work of the Asset Management team providing high level advice on a broad range of land and property transactions in response to enquiries from the public, Council staff and elected Members.
To provide functional leadership, allocate and supervise the work undertaken by the Asset Managers and Assistant Asset Manager with responsibility to ensure matters are dealt with in a consistent and timely manner.
To support the Strategic Asset Manager with the preparation of strategies and strategic reviews and policies including the Council’s Asset Investment Strategy underpinning the Corporate Plan and Medium Term Financial Plan objectives and Capital Strategy. 
To prepare and present reports and performance information for Corporate Management Board, Overview and Scrutiny Committees, Advisory Boards and Working Groups, Executive and Council Advisory Boards and Working Groups.
To undertake financial viability appraisals and due diligence of potential and existing investment assets and projects in conjunction with Financial Services.
To be responsible for the day-to-day financial management and administration of the investment and operational income and expenditure budgets and management of service charges.
To maximise the income opportunities and capital receipts from the Council’s land and property assets and to minimise outgoings and capital expenditure.
To support the Strategic Asset Manager in the Council’s landlord compliance function across its asset base.
To provide timely and relevant advice, information and reports on property related matters to the various services of the Council.
To support the Strategic Asset Manager in ensuring the Council has appropriate policies in place to safeguard the interest of the Council’s interests in land and property under its stewardship.
To oversee the the management of the Council’s property information system (Asset Manager) to ensure it is kept up to date and dealing with any questions arising from the Assistant Asset Manager. 


	Main duties and accountabilities

	Undertake the Professional Work of the Section including:
· Being accountable for a broad range of complex cases with a deep understanding of more than one specialist area, enabling resolution of those cases and providing resilience and flexibility within the specialist asset manager team.
· Providing functional leadership for a team of specialists ensuring the provision of professional services meets customer needs; allocating professional work across the Asset Managers and Assistant Asset Manager ensuring the workload is appropriately distributed.
· Preparing reports and presenting advice and recommendations relating to asset management to Corporate Management Board, Overview and Scrutiny Committees, Advisory Boards, Executive and Council.
· Procuring and delivering the Council’s Annual Red Book Valuations of the entire property portfolio according to a rolling programme for the Asset Register.
· Being responsible for the performance and maximum financial return from the Council’s investment portfolio and reporting on its performance.
· Accountable for negotiating acquisitions and disposals in line with the overall portfolio risk/return profile and the Asset Investment Strategy.
· Overseeing key lease events to ensure they are accurately monitored and actioned and that completion records are updated following tenancy changes ready to be uploaded into Asset Manager.
· Arranging external valuation of property and land for various purposes, including sales, purchases, leases, licences, easements and the like.
· Undertaking negotiations on behalf of the Council on rent reviews, lease renewals and regears, surrenders, new lettings, easements and licences negotiations and formulating a final draft recommendation for formal approval. 
· Processing applications for assignments, underlettings and other variations to leases.
· Inspecting properties and enforcing covenants. 
· Liaising with external consultants and appointed professional advisors to ensure satisfactory deal terms are secured on the Council’s land and property assets. 
· Liaising with legal advisors and other departments where appropriate, to ensure transactions are appropriately concluded.
· Procuring goods and services, including the appointment of contractors, to support the delivery of Asset Management.
· Ensuring good governance and due diligence is undertaken in all land and property related transactions to safeguard the position of the Council.
· Ensuring property transactions comply with the Council’s Financial Regulations and Contract Procurement Rules.
· Regularly reviewing and interpreting title documents.
General Duties: 
· Providing advice and information to other council Services on property related matters, including interpretation and compliance with registered documentation. 
· Undertaking negotiations on potential asset acquisitions in line with the overall portfolio risk/return profile and the Asset Investment Strategy. 
· Responding to consultations from the Housing service on Right to Buy applications. 
· Undertaking site surveys and negotiating on boundaries with other parties where required. 
· Being responsible for delivering accurate forecast, monitoring and reconciliation of service charges, liaising with Finance on income receipts and expenditure budget relating to the Council’s land and property assets. 
· Preparing performance related information on the Council’s investment assets ready for inspection, audit and scrutiny.
· Maintaining a record of comparable transactional information for the professional purposes of the Asset Management team.
· Reporting any potential fraud and providing input on minimising the risk of fraud.
· Keeping up to date with property legislation and practices, to be commercially aware and to be in touch with changing market conditions and to appreciate the relevance and impact on Council assets. 
Maintenance of the Council’s Terrier: 
· Managing the processes and procedures for ensuring that the information entered into the Council’s property information system (Asset Manager) is correct.  The information may come from legal documents or from other, property-related sources.  
· Assisting with queries on the interpretation of property-based documents to be entered on Asset Manager to ensure consistency of information across all the records.
Business Continuity 
· Playing a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
· Health and Safety
Complying with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required.

	

Dimensions of the role

	The postholder is responsible for distributing and allocating asset management and landlord and tenant caseloads to the Asset Managers and Assistant Asset Manager.
The postholder supports the delivery of the Asset Investment Strategy making recommendations for consideration by the decision maker either by delegation or by preparation of committee reports.
The postholder us responsible for asset managing the Council’s investment portfolio (worth c.£37million as at 31/03/2023) and monitoring and reporting on key performance indicators, ensuring the best value is obtained from those assets.
The Council’s property portfolio includes land holdings mainly designated for leisure such as parks and open spaces, as well as those held as corporate investments including retail premises and industrial estates.
The postholder oversees the creation and management of up to date asset management plans for each of the Council’s investment and operational assets.
The postholder is responsible for providing and ensuring best practice and delivery of landlord and tenant matters by the Asset Managers dealing with c.400 assets and negotiations on c100 annual leases and c150 annual licence events.
The postholder is responsible for providing a comprehensive asset management service to the Council, providing considered advice using their judgement on property matters and negotiating on the Council’s behalf for c.400 individual assets (excluding c.600 HRA garages).
The postholder will be available to attend Committee meetings as appropriate to provide property advice to Members and officers.
The postholder is responsible for administering an annual income budget of c.£2m and expenditure budget of c.£350,000 on corporate assets.

	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	The postholder is accountable for providing advice and recommendations for property related decisions that is accurate and accords with industry practice and good estate management principles.
The postholder is accountable for making proper day-to-day asset management decisions which include commercial properties and other land and buildings whether owned, leased, managed and/or occupied by the Council, other public bodies or community use groups. 
The postholder is accountable for recommending the best course of action on property decisions and putting forward theirs and their supervised officers’ recommendations for formal approval that is evidenced based and provides their judgement on the correct way to proceed.
The postholder is accountable for making decisions on property negotiations that ensure value for money is achieved taking a considered view on risks and responsibililities before recommending these for formal approval.
The postholder is accountable for ensuring the negotiations undertaken by them and their supervised officers on property transactions on behalf of the Council are timely and appropriate.
The postholder is responsible for understanding the consequence of their recommendations and those of the supervised officers to ensure that the long term efficiency, sustainability and value of the Council’s land and property assets is maximised.
The postholder is responsible for ensuring governance arrangements are operated effectively; this involves cross Service collaboration where there is shared interest in such assets.
The postholder is responsible for providing advice to Members and Services on how to enhance the performance of asset values and to manage and mitigate risk, and to recommend initiatives where land and/or buildings are not being fully utilised, are surplus to requirement or do not provide value for money.
This role requires organising and managing workload in conjunction with their supervised officers to ensure an even distribution of cases so that deadlines are met.
The role requires effectively promoting the Asset Management function through the use of communication methods that demonstrate and appropriate and effective choice of channels, style, language and contect to meet the needs of the target audience.

	Planning/Organising/Controlling

	· The postholder is required to exercise judgement and apply technical skills on a frequent basis including judgements on financial liability and compliance on matters relating to health and safety.
· The postholder is required to advise Corporate Management Team and Members on a range of asset management issues with organisational consequences.
· The postholder is required to nominate and supervise the work of the Asset Managers and Assistant Asset Manager and respond to queries providing their own specialist knowledge.
· Asset income receipts and expenditure budget
· Annual asset book valuations
· Property Information System (Asset Manager)


	Customers and Contacts

	Internal
Officers at all levels in all services
Elected Members
Internal audit
External
Members of the public
Tenants and prospective tenants of the Council’s property
Property consultants
Agents and consultants employed by the Council
Contractors
Officers of County Councils, Local Authorities and government departments
External auditors


	Service/Team Structure

	






PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Degree or equivalent
	A/C
	
	

	
	Qualified professional surveyor with RICS membership
	A/C
	
	

	
	Extensive post qualification work experience in an asset management environment
	A/I
	
	

	
	Working across services and disciplines with a range of stakeholders
	A/I
	
	

	Knowledge /Technical Skills

	Knowledge of leases, wayleaves, licences and other property transactions
	A/I
	Use of electronic property asset management system
	A/I

	
	Ability to take a holistic view when assessing the impact of property transactions on the assets in the Borough
	A/I
	Use of mapping systems
	A/I

	
	Ability to present advice and recommendations in a clear and concise manner both written and verbally
	A/I
	Awareness of Safeguarding
	I

	
	Effectively apply personal influencing and relationship skills
	A/I
	
	

	
	Excellent up to date knowledge of property legislation
	I
	
	

	
	Ability to interpret property based documents
	A/I
	
	

	
	Microsoft office applications
	A
	
	

	Communication

	Experience of communicating technical information clearly and effectively 
	I
	Liaison with external advisors/consultants
	I

	
	Experience of negotiating on property related transactions
	A/I
	
	

	
	Ability to allocate work across a team with clear instructions
	A/I
	
	

	
	Ability to provide advice in a clear and concise manner
	A/I
	
	

	Customer Service

	Effective customer service skills
	I
	
	

	
	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	
	Accurate spoken English is essential for the post
	I
	
	

	Team Working


	Ability to prioritise tasks and rearrange workloads to ensure deadlines are met
	A/I
	
	

	
	Ability to use influencing skills within the team to effectively and efficiently deliver a variety of property related transactions in a timely manner
	A/I
	
	

	
	Support and promote the work of the Asset Management Team
	A/I
	
	

	
	Able to create and promote a culture of performance management and continuous improvement
	A/I
	
	

	
	Ability to delegate and supervise work of others
	A/I
	
	

	Managing self and others

	Takes ownership of day-to-day asset management responsibilities and targets
	A/I
	
	

	
	Ability to effectively and efficiently deliver a variety of property related transactions in a timely manner
	A/I
	
	

	
	Demonstrates initiative and analytical skills
	I
	
	

	
	Support other members of the team in service delivery
	I
	
	

	Can do approach / Achieving results
	Proven track record of achievement in a comparable environment
	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
item
	A
	
	

	
	Full and valid driving licence 
	
	
	

	
	Use of a car during working hours
	
	
	



How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment






	
For Official Use only

	Job title:
	Senior Asset Manager (renamed from Corporate Asset Manager)
	Post no:
	CC12

	Service:
	Assets and Property 
	JE score:
	458

	Team:
	Asset Management Team
	Pay band:
	4

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time (37 Hours)

	Competencies:
(level 1 – 4)
	Communication:
	3
	

	
	Customer Service:
	3
	

	
	Team Working:
	3
	

	
	Managing Self and Others:
	3
	

	
	Can do approach/Results
	3
	


	Reviewed By:
	Executive Head of Assets and Property
	Date:
	Sept 2023

	Checked in:
	HR Business Partner

	Date:
	Oct 2023

	Last Updated:
	JE Panel
	Date:
	Oct 2023




Joint Head of 
Assets and Property


Asset Manager


Asset Manager
 (2-year)


Assistant Asset Manager 
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