HARBOROUGH DISTRICT COUNCIL - JOB DESCRIPTION

	POST:
	Estates Officer

	TEAM:
	Estates

	GRADE:
	7 or 8 (career grade)

	SERVICE AREA:
	Finance, ICT and Assets

	RESPONSIBLE TO:
	Service Manager, Property

	RESPONSIBLE FOR:
	Estates Technician



VARIATIONS TO STANDARD CONDITIONS OF SERVICE

1. This is a description of the job as it is constituted at the date shown below.  It is the practice of this Authority to periodically examine employee's job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to them. You will therefore be expected to participate fully in such discussions.  It is the Authority's aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes to your job description after consultation with you. 
2. Provisions of the above career grade.

	DATE ISSUED:  April 2022



JOB PURPOSE:

· To be the Council’s professional technical lead on property and estate management services.
· To support the development of the Authority’s Corporate Asset Management Plan.
· To review property holdings and ensure economic, efficient and effective use and management of property.

PRINCIPAL RESPONSIBILITIES:

1. To oversee the continual development of Council-wide asset management strategies, policies and procedures to ensure that the land and property estate is properly aligned with the delivery of the Council priorities in the Corporate Plan and Asset Management Plan.
2. To provide the Council with strategic land and property advice, protecting the interests as landowner, for corporate and major service projects.
3. To manage their own caseload of Landlord and Tenant work and general transactional work and assist and support other team members.
4. To undertake and oversee day-to-day property management activities including, but no limited to: securing sites, boundary disputes, addressing encroachments, negotiating and issuing licences, identifying ownership and tenure, establishing liability for repairs and serving appropriate notices.
5. To conduct regular reviews of the portfolio to identify risks and opportunities, analyse the information and make recommendations to senior management (CMT), including the identification of opportunities for disposal and acquisition.
6. To write reports with options and recommendations for senior management and Councillors.
7. To establish and maintain a property management database of information relating to Council property and land, title deeds, values, lease agreements and so forth, enabling effective management and analysis.  
8. To respond to queries regarding Council property.
9. To lead, manage, develop and motivate the Estates Technician.
10. To deliver savings and income through the efficient use of the Council’s property.
11. To uphold and display the HDC behaviour competency framework to at least level X 
12. To ensure compliance with all Council policies and statutory requirements and guidance in relation to Equality and Diversity, Equal Opportunities, Health and Safety, Safeguarding and Communication and involvement policies 
13. As a term of employment the postholder may be required to undertake other such duties as may reasonably be required of you in the post and department (or section) mentioned above or in a comparable post in any of the Organisation’s other sections or departments at any of the Authority’s establishments.
14. Health and Safety
· To be familiar with and at all times comply with: 

· the Council’s general health and safety policy, 
· the Council’s specific health & safety policies and procedures as detailed in the Council health and safety policy documents, and 
· local department specific health and safety procedures as amended or added to from time to time. 

· To report any unsafe practice, accident, incident, dangerous occurrence or hazard found during the course of your work to your line manager for action.
· To take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work.  To maintain Personal Protective Equipment and to report any PPE that is defective.
· To co-operate with all staff and members of the authority so far as is necessary to enable all health and safety requirements to be performed or complied with. 
· To ensure anything provided in the interests of health, safety or welfare is not intentionally or recklessly interfered with or misused.

Appointment to Grade 8 is dependent on becoming a full member of RICS - achieved through: 
· relevant experience and a RICS-accredited degree or;
· 5 years of relevant experience and any bachelor’s degree or;
· 10 years of relevant experience operating at an advanced level by seniority, specialisation, or in academia.  
It is also dependent on consistent, frequent undertaking on duties at a higher level to the required Grade 7 standard.  An example of this work includes carrying out rent valuations.






	


Version 3, April 2022
HARBOROUGH DISTRICT COUNCIL – PERSON SPECIFICATION


	JOB TITLE: 
	Estates Officer
	TEAM:  
	 Estates

	CONTRACT:
	Permanent

	GRADE:
	7 or 8 (career graded)

	WEEKLY HOURS:
	37
	ALLOWANCE:
	Car Allowance – Casual

	
	
	
	
	

	TYPE OF CRITERIA
	ESSENTIAL REQUIREMENTS:
Minimum requirements for the successful completion of the job
	ASSESSMENT
A / I / T / E
	DESIRABLE REQUIREMENTS:
Elements that contribute to improved / immediate performance in the job
	ASSESSMENT
A / I / T / E

	QUALIFICATIONS
	[bookmark: Text3]Grade C / 4 GCSE English and Mathematics or equivalent qualification or able to demonstrate equivalent aptitude
	A/E
	Recognised professional Leadership or Management Qualification

	A/E

	
	
Full, valid driving license and access to a suitable vehicle
	
A/E

	MRICS - achieved through: 
· relevant experience and a RICS-accredited degree or;
· 5 years of relevant experience and any bachelor’s degree or;
· 10 years of relevant experience operating at an advanced level by seniority, specialisation, or in academia.
	A/E

	
	
Property related degree or equivalent qualifications, or equivalent experience, are essential.                                                          

To be appointed at Grade 8 candidates would need to have the following qualification:

MRICS - achieved through: 
· relevant experience and a RICS-accredited degree or;
· 5 years of relevant experience and any bachelor’s degree or;
· 10 years of relevant experience operating at an advanced level by seniority, specialisation, or in academia.
	
A/E





A/E
	
	

	
	
	
	
	

	EXPERIENCE
	Experience of working in a property environment.

Experience in negotiation of lease terms, rent, valuations, landlord and tenant issues and legal liabilities.
	A/I


A/I
	Staff management experience

Rent valuations
	A/I

A/I

	
	
Experience of working in asset management.
	
A/I
	
	

	
	
Experience of managing projects.
	
A/I
	
	

	
	
Experience with property management databases.
	
A/I
	
	

	
	
Experience of undertaking options appraisals and feasibility studies. 

To be appointed at Grade 8 candidates would need to have the following experience:

Rent valuations
	
A/I





A/I
	
	

	KNOWLEDGE
	Working knowledge of local government property matters.

Knowledge of building construction and how buildings perform under different occupancies.

Knowledge of the local property market.

Knowledge of property law and its practical use to assist with sales, lettings, lease renewals, rent reviews.  

Knowledge of health and safety regulation.  Able to seek guidance from the Corporate Health & Safety Officer on specific issues but is required to have broad relevant H&S knowledge.
	I


A/I


I

A/I



I
	Understanding of media management
	A/I

	SKILLS


	Good relationship building and networking skills.

Proven MS Word, MS Excel and database skills.

Ability to use MS Outlook.

Excellent interpersonal skills.

Able to organise workload.

Courteous and polite manner with an emphasis on Customer Service.

Ability to ensure external providers deliver excellent services and value for money.

Excellent negotiating skills.

Excellent verbal and written communications skills.

Customer focus.

Problem solving skills.

Ability to manage staff effectively.
	I

I

I

I

I

I


I


I

A/I

I

I

A/I
	
	

	OTHER
	Ability to attend site visits

Able to attend occasional meeting out of office hours
	I

I
	
	



	Assessment Legend:  
	A = Application / CV
	I = Interview
	T = Test or Assessment  
	E = Evidence (e.g. certificate)

	N.B. Where more than one assessment stage is indicated against a criteria that criteria must be demonstrated at both stages



