[image: Bury_Council_Logo_NEW]
	


Page 1 of 9 (
1
)

JOB DESCRIPTION


	
Post Title:		SENIOR SURVEYOR 


	Department:		

Business Growth and Infrastructure
	Establishment/Post No:	



	Division/Section:	

Land and Property

	Post Grade:	

Grade 14 TBC


	Location:		

3 Knowsley Place, Duke Street, Bury, BL9 0EJ

As part of Bury Council’s new Agile Working Policy, you will be required to work in an agile way, including homeworking.

	Post Hours:	

37 hours per week Monday to Friday
(Flexible working hours)

	Purpose and Objectives of Post:

In accordance with the Authority’s corporate priorities, to provide an efficient and effective professional surveying service playing a significant role in delivery of continuous improvement of cost effective services aligned to service user needs.

To undertake a caseload in accordance with a programme agreed with the Head of Service and Principal Surveyor including the following:

· Management of the let estate.
· Disposals of land and property assets.
· Acquisition of property interests for corporate schemes.
· Project management of regeneration and property development.
· Valuation of land and property for both capital and revenue. 



	Accountable to:

Head of Land and Property.


	Immediately Responsible to:

Principal Surveyors.


	Immediately Responsible for:

Supervision where required of the Surveyor and Graduates Surveyors Casework



	Special Conditions of Service:

Be available to attend meetings and on site in emergencies as necessary outside normal office hours.


	Relationships:  (Internal & External)

Internal:	Staff in the Resource and Regulation Department, the Council’s Appointed Representatives, staff involved in conveyancing, litigation, accountancy and other staff in the relevant departments of the Authority and Elected Members.

External:	Existing and prospective tenants, Public utility providers, property developers and investors, partners of the Council, vendors and purchasers and their professional representatives, consultants and contractors of the Council, Government and 3rd sector agencies, statutory and professional bodies and members of the public.


	Control of Resources:

Finance
· Management of part of the Council’s non-operational property portfolio with the aim of maximising the Council’s financial return. 
· Accountable for the calculation, implementation, monitoring and flexing of property related budgets for income and expenditure.  Accounting for / implementation of service charges  including setting an annual service charge account, authorising expenditure and undertaking annual reconciliation).
· Authorising expenditure from the repairs and maintenance budget, negotiating and implementing dilapidations.
· Contributing to capital programmes through the sale or acquisition of assets.

Compliance with Health and Safety regulations in the office and out on site



	
Duties & Responsibilities:

Non Domestic Business Rates:
· Act as lead officer for all north west authorities and organisations for the joint procurement of contracts for appeals against assessments for Business Rates and also for the joint procurement for the recovery of historic overpayment of Business Rates together with the subsequent management of the two contracts.
· Act as lead officer on advising operational departments and partners on Ratable Values and mitigation of rates liability 
· Manage the return of statutory information to the Valuation Office on behalf of other departments.
· Maintain and cascade an awareness of relevant national, local and Council developments in the field of rating and general practice surveying.


Management 
· Have responsibility for the management of the Property Surveyor to include      	recruitment, discipline, capability, employee reviews, coaching, learning and 	development, key targets / priority setting, leave.

Compliance 
· Responsible for assessing compliance with statutory regulations.
· Responsible for providing instruction to legal services to commence legal proceedings and where deemed necessary to prosecute in cases of non-compliance 
· To act as instructing officer and expert witness in all cases of non-compliance.
· To provide professional advice, attend and represent the Council in property litigation hearings.


Development & Regeneration
· Establish development potential (Objective to gain current or future capital/ revenue) in land and property holdings identified as surplus or potentially surplus to the requirements of the Council.
· Undertake feasibility studies and development appraisals in respect to regeneration, development or refurbishment projects.
· Project manage regeneration projects contributing to the delivery of the Councils wider strategic objectives.

Disposal & Acquisitions
· Manage the implementation of the Council’s residential freehold disposal strategy including: 
· Allocation of all cases (including requests received for statutory leasehold enfranchisement). 
· Monitoring and report as to progress against the strategy and financial budget projections
· Responsible for the procurement / appointment / management of any external agents used in delivering the Residential freehold Strategy. 
· Identify service and resource needs (through effective analysis of management information, legal title information, planning  and communications with colleagues, other departments, agencies and private sector providers) in order to maximise the financial benefits to the Council of  the disposal programme.
· In furtherance of the Council’s corporate priorities, acquire property assets by private treaty or via the use of compulsory purchase powers.
· Undertake the sale of Council land and property assets in accordance with Council policy.
· Manage the Right To Buy cases received from STH – including allocation, monitoring progress within timelimits

Valuation and Appraisal
· As required, to undertake statutory and non-statutory valuations and appraisals  (in line with RICS procedures), for various purposes including: purchase or sale of surplus properties, in connection with applications for grants or mortgages, Council house valuations, statutory and advisory asset valuations, leasehold enfranchisements, development and refurbishment, charging orders etc…. 
· Undertake both statutory valuations and non-statutory appraisals of Council land and properties to assess their performance / compliance with the Estates Strategy and to make recommendations in respect to disposal or retention. 
· Undertake and negotiate new leases , lease renewals

Specialist Professional Advice
· Act as the Council’s lead officer in respect to the negotiation of easements, wayleaves and compensation for statutory undertakers.
· Provide the Council and AGMES (Association of Greater Manchester Estates Surveyors) advice as to the scope and benefits of any additional opportunities for the joint procurement of estates services by Local Authorities.
· To resolve complex alterations to the Council’s legal land titles i.e long leases, breaches of covenant, rights of access, encroachment – this will involve analysing, interpreting, investigating and then producing a strategy or solution to the complex issues.
· Produce, commission and provide general and specialist property advice and reports (Inc: interpretation of property law, case law and statute, advising on property management, statutory and non-statutory valuation and appraisals) to operational departments, existing/prospective tenants and their professional representatives, elected members, statutory and professional bodies and members of the public.
· Provide advice as to best course of action / resolving contractual issues, determining risks and liabilities in respect to existing leases, licenses and other forms of property tenure.

Property Management
· Undertake professional work in connection with the portfolio including the negotiation and settlement of new leases, rent reviews and lease renewals.
· Assess rental values, compile marketing details (with recommended budgets) and arrange/ undertake/ supervise viewings and, via negotiation or tender procedure, let or dispose of vacant commercial and industrial property.
· Identify operational requirements and issue or recommend orders to other Sections, Council’s representatives and outside contractors in respect of repairs and maintenance work and supervise/approve the works where necessary.

Representation / Advice
· Represent the department/ service and establish good working relations with other departments of the Council and external partners.
· Prepare reports and presentations for submission to Committee meetings, Council / Portfolio groups.  
· To attend working groups in a professional capacity and represent the Council as a professional witness or instructing officer at Public Inquiries, Courts, Land Tribunals and Arbitrations as and when required.

General
· Contribute to policy formation, establish procedures and practices especially in respect to identification of cost savings and continuous improvement of the services offered
· Be conversant with the Council’s property related computerised database systems and update records as necessary.
· Attend interview panels for the appointment of staff.
· Oversee the setting of key tasks in respect to the identified areas of responsibility and allocation of staff and resources. 
· Be available for advice over the telephone or in person on site in respect of Council premises in the event of an emergency occurring outside office hours.



Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.



	Job Description prepared by:

	Sign:
	Date:


	Agreed correct by Postholder:


	Sign:
	Date:


	Agreed correct by Supervisor/Manager:


	Sign:
	Date:
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Person Specification
Senior Surveyor 

	CORE BEHAVIOURS FOR THE POST 

	Commercial Thinking & Analysis
	
	Planning
	

	Customer Service
	
	Developing Self & Others
	

	Delivering Results
	
	Teams, Networking & Partnerships
	

	Values, Ethics & Diversity
	
	Adapting to Change
	

	Delivering a Quality Service(Continuous Improvement)
	
	

	







	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	RICS accredited degree or equivalent
	
	

	Satisfaction of RICS assessment of Professional competence
	
	

	Able to demonstrate a significant level of experience and expertise in disposals and acquisition of land and property
	
	

	Able to demonstrate a significant level of knowledge and experience and expertise in property management and landlord and tenant 
	
	

	Competence in the valuation of land and property assets for statutory, accounting and appraisal purposes
	
	

	Experience of the creation and management of property related budgets
	
	

	Experience in the establishment and management of planned property maintenance regimes
	
	

	Experience of managing and participating in projects
	
	

	Ability to work accurately under pressure
	
	

	Ability to effectively communicate complex information to all levels of staff, adapting the style of communication as necessary and ensuring this information is understood.
	
	

	An understanding of building construction, and repair and maintenance processes
	
	

	Experience of working within the environment of a large organisation
	
	

	Experience in the prioritization of property expenditure
	
	

	Experience in the supervision of staff and / or consultants
	
	

	Computer literate and the ability to use common Microsoft software (Word, Excel, etc)
	
	







CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:

	ASSESSMENT
METHOD
	CRITERIA

	Interview (I) /
Assessment (A) /
Personality Questionnaire (PQ)
	

	
	

	BEHAVIOURS
	




	I/PQ
	Has the ability and desire to ‘self start’, using personal initiative  

	I/PQ
	Focuses on outcomes rather than processes

	I/PQ
	Challenges methods and processes in delivering required outcomes

	PQ
	Takes a flexible and creative approach to tasks

	PQ
	Has a positive attitude to change

	PQ
	Constantly seeks improvements in quality and efficiency

	I/PQ
	Puts the customer first and strives to exceed customer expectations

	I
	Proactively seeks and acts upon customer feedback

	I
	Constantly identifies and anticipates the needs of the customer

	I
	Understands the impact of the role on the finances of the Council and its corporate aims and objectives

	I
	Builds and maintains strong network of support both internally and externally to forge effective partnerships with a range of stakeholders.

	I
	Identifies and organizes resources and manages time effectively monitoring performance against milestones and deadlines,

	I
	Upholds the values of the Council in everything they do


	
	





	QUALIFICATION AND EXPERIENCE
	



	I
	Experience of establishing and managing property budgets 

	I
	Familiarity with, and experience of working within, a Performance Management environment

	
	






	SKILLS & KNOWLEDGE
	




	I
	The ability to negotiate agreements with minimum supervision.

	I
	Sets clearly defined objectives, plans activities and projects well in advance and takes account of changing circumstances.  

	I
	Demonstrates sound business acumen and able to secure Value for money in service delivery

	I
	The ability to obtain and analyse a wide range of data and other sources of information from both internal and external sources,  to inform strategic property management decisions

	I
	Excellent communication skills, both written and verbal 
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