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Job Description

Job Title:		Building Surveyor   		

Pay Grade:		W3-W5	
Directorate:		Corporate Resources 	

Team:			Property Services 	

Reporting to:	Development Delivery Manager	

Budgetary Responsibilities:

· Staff:		£ N/A
· Other Direct:	£ N/A
· Other Indirect:	£ N/A
Total 		£0
· Capital projects up to £300,000.

Job Purpose:

· To carry out surveys, prepare designs, specifications and estimates for proposed repair, alteration and improvement works to Council owned buildings, and leased buildings occupied by WBC or forming part of the Corporate Commercial estate.  

· Project Management and supervision responsibility of works on site to Council owned buildings, and leased building occupied by WBC or forming part of the Corporate Commercial estate.

· To inspect defects arising within Council owned buildings, propose and manage delivery of suitable remedial works.

· Undertake routine compliance inspections (asbestos / fire risk etc.) as may be directed from time to time.

Main Tasks:

1. To administer under supervision, building contracts for corporate & housing properties from inception to completion including monitoring contract costs & final accounts. 

2. To monitor evaluate and analyse budgets, exercising budgetary control measures in respect of the general/specialist building maintenance areas.

3. To assist with the 5 year maintenance programme in accordance with best practice Asset Management. These will cover: R & M programmes, responsive maintenance for day to day repairs, service maintenance contracts, capital and revenue programmed maintenance, housing management services planned maintenance programme, periodic property inspection programme for AMP development, CDM requirements, and Energy & conservation management.

4. To assist in the maintenance of the Council's property records and registers. 

5. Undertake property inspections, measured and condition surveys to provide detailed information and plans on a range of maintenance tasks and for inclusion in the Councils Asset Management Database. 

6. Assist in development of the Council's Asset Management Planning processes and identification of prioritised programmes of maintenance and minor works schemes. 

7. Manage individual contracts and group of contracts, undertaking regular and planned meetings with clients, to monitor works programmes and budgets. 

8. Undertake a range of tasks in relation to management of individual projects, with high budgetary values, for planned maintenance, refurbishment and new build to include: 

· Developing the project brief with the client.

· Undertaking feasibility study and budget estimates.

· Preparing tender documentation comprising schedule of works, NBS Preliminaries and Material Workmanship Sections. 

· Undertaking role of Principal Designer (as set out in Construction (Design and Management) Regulations 2015)

· Preparing outline and full technical drawings using AutoCAD.

· Prepare Designer Risk Assessments

· Overseeing tender procedures and evaluation of tenders.

· Perform the duties of Contract Administrator using the JCT suite of contracts. (Including preparation of instruction, certificates of payment and final accounts). 

· Contract management and control of expenditure within budget and time.

9. Ensure a consistently high standard of quality control and supervision is maintained for each contract, via site visits, assessing contract implementation with due regard to building and health and safety legislation. 

10. Undertake the inspection duties of an Employers Agent where not appointed as Contract Administrator.

11. Oversee and manage tender processes and appointments of external design consultants as may be required for delivery of specific projects. 

12. Liaise with other surveyors and professionals on multi-disciplinary projects to ensure an integrated and seamless approach to service delivery.

13. Defects analysis including specification of suitable repairs considering technical requirements, life cycle costs and value for money.

14. Maintain up-to-date knowledge relating to legislation and case law affecting property maintenance including Building Regulations, Planning Legislation, health and safety management and the CDM Regulations.

15. Carry out all types of building surveys; prepare designs, specifications, drawings using CAD, and tender documentation for allocated building projects.

16. Where appropriate instruct / oversee appointment of / liaise with consultants to ensure the Council's objectives are achieved.

17. Organise and process work orders, invoices, variation orders and any building related documentation ensuring compliance with the Council's Standing Orders and Contract Conditions.

18. Co-ordinate Building, Electrical and Mechanical Services when required.









People Management: Not Applicable.

Service Management: 

· Management of building works and undertake defects analysis.  

· Management of contractual requirements and process of variations to affect best value for WBC.

· Good commercial background to allow negotiation with suppliers and contract management.

Financial Responsibility: 

· Monitoring and reporting on spend within direct remit (as required)
· Fee expenditure for external contractors & consultants as may be required. 

· Adhering to relevant internal and external financial regulations / requirements / standing orders in respect of tenders / quotes / resulting expenditure.

· Achieving / justifying / documenting best value for WBC in respect of any expenditure (or income / receipts). 

Other Responsibilities: 

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.

· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.

· To be available for meetings and undertake such other duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of the post. 














Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation, T = Test

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Degree standard in
Building / Construction / Surveying or equivalent experience.

	E

	A



	
	· MRICS / CIOB qualified.

	D
	A/I

	
	· Knowledge of Equality Act, Asbestos
management duties, H&S legislation and CDM Regulations.

	E

	A/I


	
	· Customer Care Training.

	D
	A

	Experience
	· IT Literate

	E
	A/T

	
	· Project Management.
	D
	A/I


	
	· Equality Act / H & S Asbestos management, CDM regulations.

	E
	A/I


	
	· Competent use of Auto CAD.























	E
	A/T


	Special Requirements
	· Good knowledge of Building Regulation.
	E
	A/I/T

	
	· Experience of building services defects,
diagnosis and specification preparation and
contract administration.

	E
	A/I/T

	
	· Health & Safety Legislation CDM Regulation,
Risk Assessments, COSHH etc.

	E
	A/I

	
	· Cost management and tender procurement
expertise.

	E
	A/I

	
	· Understanding of Construction Contract Law
and Forms of Contract and procedures.

	E
	A/I

	
	· Practical approach to problem solving with
the ability to carry out wide ranging tasks.

	E
	A/I

	
	· Ability to communicate both verbally and in
writing with varied people and situations.

	E
	A/I

	
	· Working knowledge of Information Systems
and technology (Microsoft Project, Office &
AutoCAD).

	E
	A/I

	
	· Able to negotiate/complete for procurement
contracts confidently and effectively.

	E
	A/I

	
	· Knowledge of Electrical & Mechanical Services.

	D
	A/I

	
	· Understanding and interpretation of contracts.

	D
	A/I

	
	· Ability to work as part of a team and development of internal and external partnership.

	D
	A/I

	
	· Ability to work using own initiative and minimum supervision.

	E
	A/I

	
	· Good communication and numeracy skills.

	E
	A/I/T

	
	· Understanding of property related sustainability issues.

	E
	A/I

	
	· Proven ability to perform as part of a multi-disciplinary team.

	E
	A/I

	
	· Will be required to work at heights.

	E
	A/I

	
	· Will be required to work in confined spaces.

	E
	A/I

	
	· Full Driving Licence.
	E
	A




Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	Yes
	If yes, what level?
	Enhanced
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	Yes	Choose an item. 




Role Map (see linked grade map below)

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	1

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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	Job Title
	Team + grade
	Duties/responsibilities with reference to behaviours
	Probable Qualifications
	Indicative Experience
	Behaviours from role map

	
	
	
	
	




	SofF
	LourP
	DforourC
	MCH
	Tand PW
	CO
	PM

	Building Surveyor
	W3
	· Capable of dealing with typical minor projects and works. 
· Contribute in collaboration with external organisations where possible.  
· Capable of out of hours working in the event of an emergency with supervision. 

	Degree in Building Surveying or Construction related equivalent. 
 
	Graduate with suitable and relevant workplace experience.
	2
	1
	2
	1
	2
	2
	1

	Building Surveyor
	W4
	· Capable of dealing with more complex projects. 
· Contribute in collaboration with external organisations where possible.  
· Capable of out of hours working in the event of an emergency. 

	As above
-AND-
Working towards RICS Professional membership (min. 1 year APC recorded)

	3-5 years+ post qualification experience.
	2
	1
	2
	2
	2
	2
	2

	Building Surveyor 
	W5
	· Capable of dealing with more complex projects. 
· Provide support to junior staff. 
· Contribute in collaboration with external organisations where possible.  
· Capable of co-ordinating and managing out of hours working in the event of an emergency. 

	As Above
-AND-
Holding full RICS professional membership

	5-10 years+ post qualification experience.
	2
	2
	3
	2
	3
	2
	2
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