

	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT:  Corporate Resources
	SERVICE GROUP: Estate Management

	POST TITLE:  Estate Surveyor 
	REPORTS TO: Estate Manager – Property Management

	GRADE: SO1 - PO3/PO4 subject to progression criteria and career bar.
	SAP POSITION NUMBER : 



The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.
	Key Purpose of Post: 

	a) To ensure that all the requirements of the Council which involve the use of land and property are met in the most appropriate and effective way and that its property assets make optimal contribution to corporate and service priorities and strategies.

b) To assist with the effective management of the council’s land and property holdings.

c) To maximise capital receipts and revenue income of the Council generated through land and property transactions.


	Main Responsibilities of Post: 

	1. The duties of the Estate Surveyor may be performed in any of the work areas of the Service depending on priorities.  

2. To assist and advise on the effective management of the Council’s property assets to ensure efficient and effective use and occupation in terms of cost and service delivery, including acquisitions, disposals, rent reviews, lease renewals, general property management, valuations, development work and options appraisals, on an individual case or project basis

3. To deputise for the appropriate Senior or Principal Officer or Assistant Director as required.

4. To represent Estate Management at working parties, Committees, Sub-Committees or Board Meetings when required involving the preparation of reports and the provision of appropriate professional advice.

5. Advise on, develop and implement Service Asset Management Plans.

6. Contribute to implementation of the Corporate Asset Management Plan and Departmental Service Plan.

7. Develop and implement accommodation strategies.

8. Provide property advice and undertake valuations and negotiations for regeneration projects including property development, financial appraisals and joint venturing agreements.

9. To ensure that the Council’s services are delivered from buildings and facilities which are fit for purpose, accessible to the public and communities and minimise damage to the environment.

10. To contribute to ensuring the most efficient and effective use of the Council’s assets to maximise the potential benefits to regeneration programmes objectives through those assets.

11. To develop and encourage the development of partnering with other Agencies, Organisations and Public Bodies in the use and management of assets.

12. To prepare committee reports and member briefings and to present reports to committees as required 
13. Bradford is an Equal Opportunities Employer and as such employees are required to comply with good Equal Opportunities practice in every aspect of their work.

14. To be accountable for those appropriate responsibilities as set down in the Council’s Health and Safety Policies and in addition to take reasonable care for their own health and safety and that of others who may be affected by the work of the post-holder.

15. To carry out any other duties as required, which are reasonable in terms of the nature and level of the post.


	Structure:


[image: image1]


	Special Knowledge Requirement: Will be used  for shortlisting. 


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).


	X

	Carrries out a variety of specialist professional; or general managerial responsibilities effectively, with a considerable depth of knowledge across the relevant sprcialist area, or knowledge across a range of areas.

Understands the service issues in a local authority environment and is able to give advice to more senior managers in own area of specialism.

	X

	Understands and applies health and safety working practices, including risk in own area of work and or across other areas of work ( inc legislation)
	X

	Uses a wide range of basic computer applications 
Uses ICT systems/packages to improve ways of working and for sharing information in own work area.
Uses, interprets, analyses, communicates complex numerical information.

Analyses and presents statistical/numerical information using graphics eg management information requests, presentations, information leaflet, booklets
	X
X

	A good understanding of the principles of Estate Management relating to a varied property portfolio.
	X

	A good understanding of a range of property valuation techniques and methods of disposal.
	X

	Knowledge of Local Authority procedures and practices relating to property and asset management.
	X


	Relevant experience requirement: Will be used  for shortlisting 


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the advanced threshold level outlined under Special Knowledge above.  


	Experience of working within a team.



	Experience of working with a range of computer packages.


	Experience  of working within a commercial property management environment - desireable


	Relevant professional qualifications requirement: Will be used  for shortlisting 


	Level 6 -  Bachelors degree in Estate Management/Land 

Management  or other relevant (general practice or rural) property surveying discipline.



	Member of the RICS or working towards membership/completion of the APC


	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management
Produces a workable and reviewable delivery plan which addresses identified needs.
.

	Communicates Effectively 
Speaks clearly and uses simple language appropriate to the situation and audience in order to build and maintain a dialogue (develop a common understanding).
Speaks and writes in plain English and produces clear concise information to the public.

Able to draft basic/routine letters, emails and reports in a logical and accurate manner.

Able to demonstrate adequate verbal skills in discussion, negotiation and when giving advice



	Carries Out Effective Decision Making 
Identifies and interprets data which is relevant to the situation.

Reaches logical decisions which stand up to 3rd party scrutiny.



	Undertakes Structured Problem Solving Activity 
Looks at problems in the round, exploring the issues from a number of viewpoints or perspectives to fully understand its complexity and identify the underlying issues involves.

Checks out potential soultions with experts/specialist knowledge holders to ensure that they meet legislativerequirements and that the degree of risk has been accurately calculated.



	Operates with Dignity and Respect 
Treats everyone with respect and dignity.

Maintains impartiality /fairness with all people.


	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness 
- Understands the main issues that affect the council.

- Shows awareness of Council priorities and strategy.

- Accepts and follows corporate policies and procedures.



	Practices Appropriate Leadership 
· Acts as a role model within the team.

· Listens and responds to the differing needs of individuals.



	Delivering Successful Performance 
· Plans, organises and prioritises own workload effectively to meet deadlines.

· Gives regular updates to others on progress towards meeting targets.

· Makes sure quality standards are kept


	Applying Project and Programme Management 
· Knows who the service’s customers are and their relevant requirements from your own area of operations.

· Sets out tasks in a logical schedule.

· Able to accurately estimate time required to complete tasks.



	Developing High Performing People and Teams 
· Treats others fairly & consistently.
· Creates and maintains good working relationships to facilitate collaborative working.

	Working Conditions: 

 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
 

	Must be able to work evenings, weekends and bank holidays as required by the 

needs of the service.  


	Must be capable of carrying out inspections of land and property.



	Special Conditions: 

	You will be informed outline if there is a requirement for the post to have recruitment 
checks such as DBS, Warner Process.

	Compiled by:

Date:
	Grade Assessment Date:


	Post Grade:


DEPARTMENT OF CORPORATE RESOURCES

ESTATES & PROPERTY

ESTATE SURVEYOR

Estate Management Service

(i) CAREER GRADE PROGRESSION

	Level 1

Graduate Entry
	RICS Accredited Degree in Estate Management or similar subject


	SO1 

	
	1. BAR
	

	Level 2

Graduate Trainee
	1 years’ experience as a Graduate Estate Surveyor.

Demonstrates satisfactory progression in achieving APC competencies at the chosen levels and has produced & populated a 12 month CPD log to the satisfaction of the trainee’s APC Supervisor & Counsellor.


	SO2

	
	2. BAR
	

	Level 3

Graduate

Trainee
	2 year’s experience as a Graduate Estate Surveyor 

Demonstrates satisfactory progression in achieving APC competencies at the chosen levels and has produced & populated a 24 month CPD log to the satisfaction of the trainee’s APC Supervisor & Counsellor.


	PO1

	
	3. BAR
	

	Level 4

Estate Surveyor

(MRICS)
	Successful completion of the RICS Assessment of Professional Competence and attainment of Chartered status.

5 years post qualification experience required to progress to the highest salary grade.
	PO3/PO4


Estate Manager – Property Management





Senior Estate Surveyor





Property Managem,ent 


Assistant


X2





Estate Surveyors


X4





Business Manager





Admin Officer





Property Management Assistant - Technical





Property Management Assistant – Misc Rents





Graduate Estate Surveyor
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