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Job Description and Person Specification Profile

	Job Title:                     
	PROPERTY INFORMATION AND LAND RECORDS OFFICER

	Job ID:                      
	E22

	Service:                       
	Estates Department, Strategic Property

	Grade:                           
	Grade E

	Reporting to:           
	Head of Estates



	The Role

	An opportunity has arisen within Strategic Property for a Property Information and Land Records Officer to join a group of property professionals and chartered surveyors within the Council’s Estates Team and Strategic Property in a flexible hybrid working environment. 
The Council’s property estate is extensive and diverse which includes 2,979 interests comprising 482 operational assets including town halls, libraries, schools, depots, community buildings, sports grounds and parks. Plus, the non-operational and investment estate comprising 1,470 assets including surplus buildings and land, leased land and buildings, industrial estates, sports clubs and shopping centres. 
Reporting to the Head of Estates the role offers the opportunity to join an experienced team of property professionals in a flexible hybrid working environment.  
Main Duties and Responsibilities include:
Acting as system administrator for the Council’s Asset Management software system this role requires an enthusiastic individual who is flexible, hardworking and conscientious in their approach to record keeping, presentation and accuracy. You will have good literacy and numeracy skills, be an excellent communicator, organised, and able to juggle competing demands. A background in property services, use of Terrier information systems, mapping, presentation of plans and related activities would be desirable. 
You will work on your own initiative, show commitment and enthusiasm, and have the ability to research, analyse and present information if required. The range of duties include:
· Provide administrative and business support to the Strategic Property Service. 
· You will deal with Council land and property ownership enquires. 
· Manage the Council’s occupation records and legal documentation.
· Engage with members of the public in accordance with corporate procedures
· Work in line with corporate data standards
· Work within the requirements of Data Protection Principles.
· Work within the requirements of the Council’s Equal Opportunities Policy.
· Deal with enquires from member of the public and all internal departments, Councillor enquires and FOI’s 
· Provide documentation on occupational records 
· Record all occupation information 
· Manage the Council’s Terrier system
· Manage the Council legal documents and Deed packets.
· Searching Land Registry for ownership and occupation details
· Production of Ordnance Survey based plans 




	About You

	Your essential qualifications

· 5 GCSE A –C 4-9: to include Maths and English 

Your essential skills, knowledge and experience

· Relevant previous post qualification experience, preferably within a property background.
· Background in property services, use of Terrier information systems, mapping, presentation of plans and related activities would be desirable. 
· Interpersonal skills - Ability to communicate effectively with people at all levels and from other organisations
· Analytical / maths skills – ability to understand and interpret data.
· Excellent computer skills and experience of using Microsoft Office suite Excel, Word & PowerPoint).
· Self-motivation, organisational skills, and the drive and ability to solve problems
· Ability to research information on own initiative.
· Ability to understand and communicate policies and procedures.
· Willingness to take responsibility for own work and development
· Commitment to continued professional development.
· Ability to produce concise and accurate reports and correspondence. 
· Ability to identify problems, suggest and implement solutions.
· Confident and courteous manner, both in person and on the telephone.
· Contribute to the development of good working relationships within the team
· Excellent social and communication/negotiation skills to effectively work with managers and other
· Commitment to the principles of customer service
· Commitment to the principles underpinning equality and diversity

If you have the following then that’s great:

· Degree or equivalent qualification for the post




Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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