	
	Job Title:
	Junior Surveyor

	
	Service Area:
	Property and Place

	
	Team:
	Asset Management

	
	Salary:
	Band 5-8 Career Grade


[image: http://fred2/sites/teams/SMT/Comms/Team%20Documents/Corporate%20Logos/East%20Suffolk%20logo/2.%20Digital%20-%20Screen%20Use%20-%20Low%20Res/East%20Suffolk%20Logo%20-%20Screen%20-%20Colour%20-%20Unboxed%20-%20PNG.png]

Job Description

Main Purpose of Job:
To assist the Property and Place Estates Team with the management of the asset portfolio. Work will include valuations, lease renewals, rent reviews, lettings, inspections of the assets, property management, service charge setting and monitoring and reporting to Senior Officers and members on the performance of the portfolio.  

Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:
1. To inspect properties within the Councils portfolio to ensure Tenants are complying with lease terms and the portfolio is compliant with all legislation.

2. To read, understand and summarise leases to ensure accurate data is maintained on the property management system; regularly check, update and audit the accuracy of data.  To produce reports as required from this data. (Band 6 key responsibility)

3. To negotiate, agree and complete terms for lease renewals, rent reviews, new lettings, acquisitions and disposals.  To instruct Legal Services and see the matter through to completion.

4. To deal with tenant and customer enquiries in a courteous, timely and efficient manner. 

5. To liaise with the Building Managers and Building Services to ensure that the buildings are well maintained at all times, reporting repair issues as they arise.

6. To attend regular meetings regarding assets.

7. As required to assist with other areas of work across the remainder of the General Fund portfolio of assets.

8. To develop and maintain an in-depth knowledge of the investment and occupational markets in the locality for all sectors.

9. To work closely the Estates team, the wider Property and Place team, planning, finance and other internal departments as required.

10. To assist with the annual portfolio valuations and other valuations as directed and provide general advice for a variety of different purposes (Band 6 key responsibility).

11. To undertake valuations for internal purposes to a red book standard (Band 8 key responsibility).

12. To assist the Property Management Leads in negotiating agree and completing terms for lease renewals, rent reviews, new lettings, acquisitions and disposals (Band 6 key responsibility).

13. To negotiate, agree and complete terms for lease renewals, rent reviews, new lettings, acquisitions and disposals.  To instruct Legal Services and see the matter through to completion (Band 7 key responsibility).

14. To undertake due diligence for properties and to work with internal and external professionals to instruct surveys for compliance purposes.

15. Support the Property Investment Team Leader with the creation of Service Charge Budgets and Reconciliation exercises at the end of the service charge year.

16. To comply with relevant policies, procedures and guidelines including Health and Safety Policy. 

17. To interpret lease agreements, policies/strategies for the future. 

18. To liaise with legal teams and instruct them for the completion of licence agreements for a variety of purposes including beach huts, allotments, concessions etc. (Band 6 key responsibility).

19. To undertake inspections of properties for encroachment purposes.

20. To undertake inspections of properties and carry out measured surveys for valuation and marketing purposes (Band 6 key responsibility).

21. To assist senior members of the team with day-to-day management of the investment portfolio together with specific projects as directed.

22. To work within the various timescales, laid down by statute and clients and manage the caseload in accordance with initiatives and directives. 

23. To provide effective, day to day, property advice to client departments and partner organisations.   

24. To maintain outputs of appropriate quality. 

25. To carry out other duties appropriate to the level and character of the post. 

26. To promote and adhere to the workplace values of our organisations.

Line Manager:		Property Management Lead 

Political Restriction: This post is not politically restricted

Note:	This is a description of the job as it is constituted at June 2023 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of both Councils to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is both Councils' aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Councils reserve the right to insist on changes to the Job Description after consultation with the postholder.

Personal Specification
	
	Essential
	Desirable

	Knowledge and Experience
	Band 5 Requirements
· Experience in working to agreed targets within a commercial environment.
· Up to date with current property legislation and practice. 
· Experience of some property management 
· Have first-hand knowledge of property related issues faced by local authorities and other public sector organisations.

Band 6 Requirements, as above Plus
· Variety of property work at a professional level.
· Experience of working to multiple and conflicting deadlines.
· Establishing systems and procedures to ensure effective and efficient service delivery.
· Experience of Local Government working practices

Band 7 Requirements, as above plus
· Experience managing a mixed commercial portfolio and undertaking a variety of landlord and tenant work. 
· Representing organisations on internal and external groups.
· Competent is all aspects of the role unsupervised. 

Band 8 requirements, as above plus

· Experienced in undertaking red book valuations.

	Band 5 Requirements
· Experience of working to multiple and conflicting deadlines.
· Experience managing a mixed commercial portfolio.
· Representing organisations on internal and external groups.
· Establishing systems and procedures to ensure effective and efficient service delivery.
· Experience of Local Government working practices


	Skills and Abilities:

	Band 5 Requirements
· Flexible and able to meet tight deadlines.
· Ability to collect and analyse complex information, to consider and evaluate all relevant factors, and draw logical and reasoned conclusion.
· Good organisational skills.
· Proficient in using IT (Microsoft Excel and Word).
· Ability to plan, co-ordinate and deliver own tasks and programmes to meet client and other targets.
· A responsive, constructive and flexible attitude towards working arrangements within a team environment.

Band 6 Requirements, as above plus
· Ability to produce concise and accurate reports and correspondence for a diverse range of recipients.
· Ability to identify problems, suggest and implement solutions.

Band 7 Requirements, as above plus 
· Ability to demonstrate business acumen.
· Ability to work unsupervised to a high quality. 

	

	Education and Training
	Band 5 Requirements:
· Relevant experience in a junior role

Band 6 Requirements, as above plus
· Relevant RICS accredited degree or a minimum of 2 years relevant experience.

Band 7 Requirements, as above plus
· Student Member of Royal Institute of Chartered Surveyors and enrolled on the APC

Band 8 Requirements, as above plus
· A member of the RICS.

	

	Values: 
Ability to demonstrate an understanding and apply our values which are embedded in all our roles. 
	Proud - Believing in who we are, what we do and where we live

	
	Dynamic - Transforming the future with you in mind

	
	Truthful - Honest and clear in all we do

	
	Good Value - Delivering outstanding services, smartly & economically

	
	United - Whoever we work with, we work as one team

	Other Requirements
	· Confident and courteous manner, both in person and on the telephone.
· Demonstrate ability and commitment to customer care.
· Conscientious.
· Adaptable to the various duties of the post.
· Ability to work on own initiative as an individual or as a team member.
· Contribute to the development of good working relationships within the team.
· Ability to display sensitivity, tact and diplomacy.
· Positive attitude.
· Excellent social and communication/negotiation skills to effectively work with managers and other stakeholders.
· Ability to co-ordinate effectively the professional and technical input of other staff.
· Reliable and hardworking.
· To promote and adhere to the workplace values of our organisations.
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