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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

	Job Title:

	Senior Estates Surveyor


	Reports to:

	Estates Manager


	Department:
	Property & Design


	Section:

	Estates Team

	Date written:
	18.01.19


Purpose of the Job

To provide expert professional advice on the council’s operational and investment property portfolios and Major Projects to include valuation, property management, landlord and tenant, disposal, lettings and property development and asset management issues to meet corporate priorities and the objectives of the department under the Corporate Landlord.  In addition the post holder will be responsible for managing the Estates Surveyors in this team and will act as budget holder.

Principal Accountabilities

	1. To provide professional property and valuation advice on development sites and disposals for Major Projects and attend and contribute to internal Major Project team meetings. 

	

	2. To contribute to the council’s Medium Term Financial Strategy, Capital Investment Programme and Modernisation programme through Property and  Design’s capital receipt programme and council capital receipt targets. Undertake freehold and leasehold disposals and acquisitions (of up to £20m value); to include the identification of opportunities, obtaining planning advice, assessing development opportunities as well as disposal and acquisition options, undertaking valuations and development appraisals, preparing briefing notes and committee reports, selecting the disposal and marketing approach and appointing agents.  To action break clauses, undertake surrender negotiations, terminate leases and manage dilapidations negotiations.  

	

	3. To assist with the process of asset management planning to secure the optimum use of the Council’s property assets including disposal, in conjunction with the Corporate Asset Management Plan.  To support Service Reviews through the provision of valuation advice and property development and disposal strategies and delivery of property development, disposals and/or acquisitions to facilitate new service structures.

	

	4. To act on behalf of the council in all landlord and tenant issues in relation to the investment and operational portfolios to include lettings, lease renewals, rent reviews, dispute resolution, lease and licence negotiation, granting 
wayleaves, easement, consent for alterations, consent for alienation, lease termination and restrictive covenants, in accordance with the Scheme of Delegations.

	

	5. To manage the Estates Surveyors to include undertaking appraisals, 121’s and team development initiatives and training.  To provide support and mentor staff to develop skills within the team.  Where appropriate to support staff through APC qualification.  To allocate work and manage the team workload maintaining a work progress monitoring system.  To identify and promote good working practices. 

	

	6. To provide professional valuation advice to support decision making in relation to disposal, development, service review or asset management as well as asset valuations and insurance valuations in accordance with the RICS ‘Red Book’ and IFRS regulations.

	

	7. To support the Estates Manager in the client role for the management of the investment property portfolio, assisting with the management of 2 contracts with external managing agents (Cluttons and Savills) to optimise income and Asset Management Planning objectives.  To support the Estates Manager with the Investment Portfolio Rebalance Strategy. 
8. To support the Estates Manager in the client role for the management of the MEES and Rating contracts.

9. To maintain records of expenditure and participate in Targeted Budget Management for the In-house Property Portfolio, Estates Management and Corporate Landlord Estates budgets including the Planned Maintenance Budget consisting of a combined expenditure budget of £2.5m and a combined income budget of £850,000.
10. To procure and manage external consultants for the provision of advice and services in relation to the disposal, acquisition, management and development of property.

	

	11. To manage properties forming part of the in-house investment portfolio including repair and maintenance, managing service charges and arrears, maintenance of trees, overseeing insurance claims, management of health and safety issues and rating.  

	

	12. To advise on procedures, delegated powers and protocols relating to property decisions.  To carry out as necessary consultation and complete formal reporting to the relevant Committees when required.  Support and contribute to corporate objectives as well as requirements of statutory legislation.  
13. To deputise for the Estates Manager at meetings and as required.

14. To respond to property queries from the public, outside organisations, elected members, client officers and departments; investigate or initiate investigations as necessary and satisfy any need for further action in relation to property ownership, encroachment, party wall issues, Freedom of Information requests etc.

	

	

	

	

	

	


General Accountabilities

	15. To ensure all operations in the areas of responsibility are conducted according to the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 and all relevant legislation and council policy.  In particular: as set out in Section 4 of the Council’s Health and Safety Policy, and within their area of responsibility:

· To maintain awareness of current Health & Safety legislation and ensure that all employees understand and comply with Health and Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety

· To carry out risk assessments and ensure implementation of and adherence to safe systems of working practice

· To report and investigate accidents or incidents promptly, implementing recommended action for improvements to safe working practice

· To ensure that safe premises, equipment and working environments are maintained

	

	16. To develop practices within the directorate/division that uphold and develop the principles of the City Council’s Inclusive Council Policy in relation to staff and to service provision.  To work within and actively promote the City Council’s Inclusive Council Policy in relation to service delivery and staff management.


Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Senior Estates Surveyor


	Reports to:

	Estates Manager


	Department:
	Property & Design


	Section:

	Estates Team

	Date written:
	18.1.19


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· A Member of the Royal Institution of Chartered Surveyors, Commercial Property Professional Group.  
· Comprehensive knowledge of the legislation and case law governing commercial tenancies and other relevant legal requirements.

· Comprehensive knowledge of constructing and forfeiting leases.

· Thorough knowledge of Valuation methodology and an understanding of the RICS ‘Red Book’.

· Knowledge of Local Authority administration - especially in regard to the servicing of Cabinet/Committees, standing orders and financial regulations - would be an advantage.

· Commitment to acquiring awareness of current Health and Safety legislation as it applies to their area of responsibility and to attending relevant Health & Safety training.  Awareness of the need to identify hazards in their area of responsibility and the ability to assess and manage the associated risks

	Experience
	· Ideally at least 3 years post-qualified experience in Valuation and Commercial Estate Management with extensive experience of Landlord and Tenant matters.

· Broad experience in freehold and leasehold acquisitions and disposals ideally to include property development.
· Broad experience in negotiation in a range of property transactions and disputes.
· Experience in tendering and procuring consultants and of decision making in the role of a major client employing consultants.

· Experience in helping to run a professional team providing a full range of professional property services.

· Experience in both private and public sector working environments would be an advantage with an understanding of the political sensitivities and decision making processes.

· Experience in monitoring and controlling budgets.
· Experience of managing a team of professionals, ideally in a line manager role.

	Skills and Abilities
	· Ability to identify and manage priorities. 

· Ability to work with the detail of tasks but maintain a strategic overview of the objective.

· Ability to identify opportunities and anticipate potential problems early in the process.

· Ability to communicate, using spoken and written word at all levels.

· Ability to relate to clients and consultants and to develop those relationships and foster good relationships with staff of other disciplines, Councillors, partners and the public.

· Use skill and judgement to solve problems and take decisions.

· Understanding the implications of working within a political environment and having a political awareness.

· Ability to act as part of a corporate group.
· In addition to addressing the property related issues an ability to keep track and advise on the associated administrative and procedural processes.
· Ability to mentor and encourage staff development and personal learning.


	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.



	Other Requirements
	· Ability to develop and maintain broad overview of functions whilst remaining alert to pressure points, priorities and politically sensitive issues.
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