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Job Description

Job Title:		Senior Estates Officer		

Pay Grade:		W5	
Directorate:		Corporate Resources	

Team:			Property Services	

Reporting to:	Head of Property Services

Budgetary Responsibilities:
· Staff:		£              0
· Other Direct:	£2,000,000
· Other indirect:	£              0   
Total:		£2,000,000

Job Purpose:

· Responsibility for providing professional advice on the management, valuation and strategic asset management of the Council’s property and land portfolios. 

· To support the management of the Council’s operational property estate and to assist service areas on property related matters. 

Main Tasks:

Strategic Asset Management

1. To assist in strategic asset management of the Council’s property and land in line with the Council's Corporate Plan. Including supporting the delivery of a Strategic Asset Management Plan (SAMP) for the Councils property and land portfolios. 
1. To manage internal service area requests to maximise the best value from the Council’s operational estate. 
1. To devise development options for key Council-owned land and buildings in line with the Strategic Asset Management Plan (SAMP) in order to deliver Council services and maximise income or capital values taking into account, where appropriate, social, economic or environmental benefits.
Property and Estates Management

1. Undertake all required duties to ensure the effective management and valuation of the Council’s property and land portfolios, including the following: 
· Property valuations, lettings, surrenders, renewals, development appraisals and negotiate complex property transactions.
· Negotiating easements, wayleaves, licences and rights of way. 
· Instructing on the preparation of schedules of condition, dilapidation and repair. 
· Debt recovery and debt minimisation including administering the LBA/CRAR process.  

1. To enhance rental income through the implementation and management of rent reviews and lease renewals. Where applicable employ and manage external property consultants to negotiate the best rents available.
1. To identify opportunities through pro‑active management to increase the capital value of the estate.
1. To prepare, manage and control the annual revenue and expenditure budget forecasts for the allocated portfolio, challenge costs and achieve savings.  This includes the preparation and management of service charges.
1. To maintain awareness of statutory compliance for example the management of asbestos, legionella, fire safety and to undertake checks to ensure that tenants and occupiers fulfil their statutory, legislative and health and safety responsibilities.
1. To manage via an external consultant the annual property asset valuations of the estate in accordance with guidance from the Chartered Institute of Public Finance and Accountancy Code of Practice for Local Authority Accounting of Property Asset Valuations.
1. To liaise closely with Financial Services Team to ensure the Council records correctly classified properties and leases for resource accounting purposes. 
1. To develop external relationships with the Council’s tenants, representatives of statutory bodies, adjacent landowners, local agents and others to promote the Council's interest as necessary.
1. To manage internal and external advisors and contractors to deliver services and various works, monitoring and reviewing their performance against agreed Key Performance Indicators (KPIs) to ensure best value for the Council.
1. To liaise closely with Legal Services Team to document property agreements.
1. To maintain / operate the Council’s computerised property management system.








People Management: 

· Build relationships and support in the management of outsourced agency contracts to the direct benefit of the Council. 
Service Management:

· Be a contact for property related matters for all Estate Management related queries outside of the Council. 
· Build relationships and be a contact for legal, finance, business rates and other relevant teams across the Council.  
· Understanding of contractual requirements and processes to affect best value for Council.
· Good commercial background to allow negotiation with tenants, suppliers and contract management.
Financial Responsibility: 

· Monitoring and reporting on spend within direct remit (as required) for example: Managing agents fees, rental and void costs.
· Support the financial administration of one of more outsourced agency contracts. 
· Responsible for the production of accurate forecasts, void cost forecasts and budget setting and monitoring. 
· Raising appropriate orders with requisite financial approvals in place and pre-authorising of invoices. 
Other Responsibilities: 

· Support the Head of Property Services on property related health and safety matters, working closely with the Building Safety and Compliance Manager. 
· Assist in responses to Freedom of Information Act Requests. 
· 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.


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



	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Degree standard in General Practice / Valuation / Estates Management / Surveying.
	E
	A

	
	· MRICS qualified.
	E
	A

	
	· Training / awareness of statutory compliance for example the management of asbestos, legionella, fire safety.
	E
	A/I

	
	· Willing to work towards a job specific work-based qualification upon successful completion of probationary period.
	E
	I

	Experience
	· Local authority experience
	D
	A

	
	· Knowledge and experience of managing comprehensive property estates.
	E
	A/I

	
	· Experience of leading on corporate objectives and the development and delivery of Strategic Asset Management Plans (SAMP).
	D
	A/I

	
	· Experience of valuing properties.
	E
	A/I

	
	· Experience of financial and budget management. 
	E
	A/I

	
	· Experience in managing external contracts. 
	E
	A/I

	
	· Experience of prioritising workloads and managing time for self and the team effectively.
	E
	A/I

	
	· Experience of report writing, preparation of and presentation of business cases.
	E
	A/I

	
	· Procurement experience and framework knowledge.
	D
	A/I

	
	· Experience of using a computerised Property Management Systems. 
	E 
	A/I

	
	· Proficient in the use of word processing and spreadsheet software (preferably Microsoft Office).
	E 
	A/I

	Experience
Continued 
	· Well-developed financial and commercial skills.
	E 
	A/I

	
	· Ability to work as part of a team and development of internal and external partnerships.
	E
	A/I


	
	· Ability to work using own initiative and minimum supervision.
	E
	A/I

	
	· Good communication and numeracy skills.
	E
	A/I

	
	· Ability to evaluate complex situations and make recommendations for action.
	E
	A/I


	
	· Able to negotiate / complete contracts confidently and effectively.
	E
	A/I


	Special Requirements
	· Full Driving Licence.
	E
	A

	
	· Willing to attend occasional evening meetings.
	E
	A/I







Candidate Screening

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





Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	2

	Delivering for our Customers
	3

	Making Change Happen
	2

	Team and Partnership Working
	3

	Communicating Openly
	2

	Performance Management
	2



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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