
	Job Title: Building Surveyor (Commercial)
	Job number:  

	Service Area: Chief Executive’s Office: Assets Team
	Date received: Sept 2018


	Purpose of job – Give one statement explaining the job’s overall objectives

	To undertake a full range of professional commercial property surveying services and duties in order to maintain, improve the Council’s existing commercial property portfolio and maximise the commercial return from these assets; assist the Estate Management Surveyor to effectively manage these assets; and work with colleagues across the Council to assess opportunities for acquisitions or disposals to support the Council’s Asset Management Strategy.

	Main responsibilities – Give a maximum of eight brief descriptions of what the main responsibilities are and assign time percentage values against each one.
	%

	To provide clients departments with technical, commercial and legislative advice and generally provide an efficient and effective service for commercial buildings and their respective client service areas.
	25

	To undertake building surveys and inspections and prepare schedules of condition and dilapidation, liaising as required with the Estate Management Surveyor and the Council’s legal representatives and prepare recommendations to the Technical Manager or Asset Manager on specialist commercial property, lease and financial implications and negotiation considerations.
	10

	To prepare feasibility studies and reports, from inception to draft proposals relating to acquisitions, disposals, refurbishment, change of use and redevelopment opportunities, including the development of the client brief and the production of budget estimates, project programmes, drawings and specification documents for approval purposes.
	15

	To prepare specifications, drawings and schedules of work relating to contract Conditions and Standards of Materials and Workmanship for tender purposes and manage designated contracts or works relating to approved acquisitions or redevelopment or refurbishment of existing assets or land to ensure that all works are carried out in accordance with relevant Health and Safety Standards and regulatory requirements and that correct contractual procedures and practices are followed in order to maintain contractual and fiscal control, including:

· The preparation, negotiation, agreement, processing and audit of valuations, interim applications for payment and final accounts

· The review and maintenance of key contractual documentation e.g. risk registers, programmes of work and certification.

· The review and management of contractor performance ensuring Key Performance Indicators are accurately measured to enhance service delivery.

· Maintaining records to ensure that a clear, auditable record of actions and payments is maintained.


	15

	To provide a point of contact for clients and customers in relation to specified project management works, considering and processing work requests and enquiries, instructing contractors as appropriate and providing clear and accurate information to clients and customers to achieve a successful conclusion to each request and provide technical and commercial advice and support for client staff colleagues as required. 


	15

	To carry out the planning, specification, procurement, implementation, management, and delivery of a variety of planned work projects and planned and cyclical maintenance contracts to Council assets as required, with particular reference to the Council’s non-operational commercial property portfolio; undertake stock condition surveys, measured surveys, defect inspections, project management or post-inspections; and prepare project feasibility studies, reports, technical drawings, works and tender specifications, RIBA work plans, works orders, confirmations of instructions, health and safety information, planning, building control or listed building applications as appropriate,  to ensure that the Council’s existing assets are maintained in good condition and in compliance with all relevant statutory or regulatory responsibilities.
	10

	To analyse, understand and interpret stock condition information, risk assessments (Fire Risk Assessments, DDA Assessments etc.), client requests and responsive repair requests and use the information to make recommendations to plan, organise and deliver timely, effective programmes of repair, maintenance, refurbishment and improvement works to designated assets; and provide management and stock condition information relating to planned project works and planned and cyclical maintenance requirements to the Data Co-ordinator, Compliance Manager, Technical Manager or Estate Management Surveyor as required to enable accurate records to be maintained and data analysed to inform future service improvements and the effective planning and delivery of future work programmes.
	10


	Organisation – Draw an organization chart that shows how the hierarchy and how the job relates to its immediate supervisor and colleagues.

	
[image: image1]



	Dimensions – Quote figures which give a picture of the job in any annual budgetary amounts which the job is either directly or indirectly concerned with or any other statistics related to the work.

	The council has 50 operational and c140 non-operational buildings with an annual budget of c£650k per annum for responsive and cyclical maintenance and c£1m per annum for Planned and Preventative Maintenance (PPM). The post holder will contribute to the planning, monitoring and management of these budgets.

On average 15-20 lease renewals or variations are required each year and the post holder will be responsible for undertaking dilapidation or condition surveys for each. 

The post is income generating and is expected to generate >£100k per annum through dilapidation claims

The post holder will specify and manage works to remodel HRA homes. For example, works to convert a older 2 bedroom street property to a 4 bedroom home will cost c£150k

The post holder will directly advise the head of Housing on opportunities to acquire new HRA homes, e.g. the recent acquisition of Beauchamp House, Warwick for use as temporary accommodation at £1.35m, and specify and manage the works required to bring them to Decent Homes Standard.

Housing Services are planning to utilise the HRA borrowing headroom to fund a development programme of new housing and this post will provide technical advice on development opportunities, alternative use of existing HRA land or properties and land acquisitions to maximise development opportunities.  


	Scope for Impact – Describe in two or three examples the impact of this role on delivering the service and how it relates to Customer’s satisfaction and the key accountabilities.

	The Commercial Surveyor role is crucial to the development of robust systems and processes that ensure the councils commercial property is managed effectively. In delivering agreed programmes of work the post holder ensures that the Council’s assets are maintained and fit for purpose making a major contribution the Council’s principle strategic objective; to make Warwick District a great place to live, work and visit. The post holder will play a critical role in the Council’s plans to utilise its HRA balances, Right to Buy and s106 receipts and borrowing headroom to develop a significant programme of new council housing developments.


	The post is a specialist position that requires knowledge of commercial landlord and tenant legislation as well as complex surveying guidance e.g. the Dilapidations protocol. In applying their skill the post holder ensures that the council understands and achieves the commercial benefits of the operational and non –operational stock, following proper process in order to avoid unnecessary expense and maximise the appeal of vacant property to prospective tenants. 

	By planning and managing building survey programmes, preparing specifications, drawings and schedules of work relating to contract Conditions and Standards of Materials and Workmanship for tender purposes and ensuring that all works on a variety of the Council’s construction projects are carried out in accordance with Health and Safety Standards, including the Construction (Design and Management) Regulations 2007, the post holder ensures that data which is used to set programmes of work is robust and maximises the efficiency that can be achieved by each programme, unlocking further value from the Council’s housing and corporate budgets.

	Challenges – Describe the most difficult, complex or challenging part of this job and explain why.

	To carry out programmed and contractual obligations are carried out on time and within budget with the minimum of disturbance to the client and customer’s business activities.

To identify commercial opportunities that could maximise the financial or community returns to the Council through the acquisition or disposal of commercial property assets


	Additional Information – Use this area to briefly explain any aspects of the job that have not been adequately covered in previous sections.
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	Attributes
	Essential
	Desirable

	Job Specific Qualifications & Experience
	Educated to degree level in Commercial or Building Surveying or equivalent and up to 3 years experience in working in a relevant surveying field.

At least 3 years experience of managing and administering a variety of building and construction contracts and project works.

Experience of general building surveying duties 
Experience of undertaking, planning and managing building and stock condition surveys and using data to propose programmes.
Experience of carrying out commercial dilapidation surveys.

Experience of planning and managing budgets
	Qualified membership of either the Royal Institution of Chartered Surveyors (RICS); the Chartered Institute Of Building (CIOB) or any other equivalent professional membership 
Sound technical knowledge of Fire Safety, Asbestos, Building Services including Gas, Mechanical & Electrical services.

Experience of contributing towards formulation, implementation and delivery of investment programmes.



	Non Job Specific Qualifications & Experience
	Experience of liaising directly with clients and stakeholders
Experience of managing contractor performance

	Experience of report writing 
Experience of using an Auto CAD system



	Job Specific Knowledge, Skills & Abilities
	Thorough knowledge of relevant industry legislation and RICS guidance e.g. the Landlord and Tenant Act and the Dilapidations Protocol
Ability to effectively supervise and manage building projects from inception to completion
Knowledge of health and safety legislation relevant to the construction industry.
Knowledge of typical contractual mechanisms and industry legislation e.g. the Housing Grants, Construction and Regeneration Act

Ability to demonstrate strong communication and interpersonal skills and display a confident manner

Excellent problem solving ability

Confident in the use of windows based ICT systems including Microsoft Excel 

Excellent communication and negotiation skills

Excellent time management and organisational skills

Commitment to training and personal/professional development

	Basic knowledge of housing repairs legislation and standards e.g. the decent homes standard/HHSRS



	Non Job Specific Knowledge, Skills & Abilities
	Good understanding of and commitment to both quality and equality in service delivery and management
Commitment to training and personal/professional development

	

	Other Requirements
	A driving license, or access to appropriate transport
Occasional attendance at evening meetings
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