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                        Job Description
	
	

	Job Title:


	Assistant Valuer 

	Team/Service:


	Asset Management and Housing 

	Responsible To:


	Estates Manager 

	Salary Grade:
	G 


	1. Key Purpose of Job

1.1. To assist with the provision of a professional estate management service of all accommodation, land and property issues on behalf of TDA and its clients.

1.2. To maintain and where possible maximise value and income and minimise expenditure.


	2. Anticipated Outcomes of Post

2.1. To manage and maximise the return of the assets under the control of TDA and its clients.
2.2. Increased levels of instructions from external clients.


	3. List Key Duties and accountabilities of the post  
3.1. To provide professional advice within general guidelines and supervision on all aspects of estate management including inter-alia, new lettings (both taking and granting leases / licences), lease and licence renewals and rent and licence fee reviews, acquisition of land and property, enforcement of lease obligations and covenants, wayleaves and easements, repair and maintenance obligations, release or relaxation of restrictive covenants, dealing with requests for assignment and surrender of leases, resolving encroachment issues, identifying unused and underused land and properties and reporting on alternative uses, disposal of surplus land and buildings, reviewing rating assessments and appealing against the same and insurance valuations etc.

3.2. To provide asset valuations as instructed and to ensure they are carried out expeditiously and within the policies laid down by the Council and within the guidelines of the Royal Institution of Chartered Surveyors (RICS).
3.3. To keep abreast of all current and proposed legislation. 

3.4. To take care of their own safety and that of others, to ensure that products, plant, equipment, vehicles and buildings are not damaged and to comply with health & safety procedures and instructions.

3.5. To prepare estimates and reports for schemes including preparing valuations and carrying out negotiations in connection therewith.

3.6. To prepare (under supervision as required) annual reports, including the completion of individual asset valuations, property reviews and statistical and comparable property records.

3.7. Representation at relevant meetings as required.
3.8. To benchmark activities with other providers of Estate Management Services.

3.9. The appointment and supervision of external agents as third party supplementary service providers.

3.10. Undertaking any of the above functions on behalf of any other organisations where the TDA has been appointed as agent. 

3.11. To prepare and present bids and obtain instructions from prospective external clients to provide Estate Management Services.

3.12. In undertaking all Key Duties qualified staff must work within the Code of Conduct and Regulations set down by the Royal Institution of Chartered Surveyors, which provisions normally prevail over and above TDA and/or its clients’ directives or policy.


	4. Give examples of the typical types of problems and decisions the post will be required to make

4.1. Assistance with the decision-making process on the exercise of the Council’s delegated powers.

4.2. To determine, in line with guidance the appropriate terms for property transactions based upon the available evidence and circumstances surrounding the particular transaction.

4.3. To prioritise work to ensure that deadlines are met and that urgent and pressing matters are given priority.


	5. Budgetary / Financial Responsibilities of the post
5.1. To prepare and manage budgets providing all necessary information as required.


	6. Supervision / Line Management Responsibilities of the post ( Please show / provide organisation structure as an appendices, showing official reporting lines
6.1. No direct line management responsibility. 


	7. Working Environment & Conditions of the post

7.1. Work in the office but there is a requirement arising from the nature of the work to carry out inspections of land and buildings and which can include meetings with tenants. The post holder can be called out of the office on short notice.


	8. Physical Demands of the post

8.1. Normal office duties with some site inspections.


	9. Specific Resources used by the post 

9.1. IT equipment.
9.2. Continuous access to transport will be required as the job entails travelling to multiple locations around the Bay and to other sites, as specified by the client and the public transport timetabling is unlikely to meet this requirement.


	10. Key Contacts and Relationships

10.1. External

Members of the public, TDA & client’s commercial tenants/their agents, commercial landlords, external consultants, partner organisations (e.g. Torbay Care Trust), other Public Sector Bodies, Local Authority Asset / Estate Management Departments.

Mayor, Executive Leads and other Torbay Council Members; Torbay Council’s Service Managers and other Council Officers; and Torbay Council’s committee meetings and Full Council.

10.2. Internal

Chief Executive and Directors of TDA and Service Managers and other colleagues.


	11. Other Duties

	11.1. To undertake additional duties as required, commensurate with the level of the job.


	Other Information

	a) TDA is a trading name of Torbay Economic Development Company Ltd which is a company controlled by the Council of the Borough of Torbay.

	

	b) This post is based at Tor Hill House but the post holder may be required to move their base to any other location within the TDA at a future date. 

	

	c) TDA is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo any checks appropriate to the post applied for.  All staff and in particular managers, are responsible for corporate parenting for looked after children and young people within Torbay.

	

	d) Successful applicants would be expected to complete a Criminal Records Self Declaration Form. Criminal convictions will only be taken into account when they are relevant to the post. You will only be asked to disclose ‘unspent’ convictions.   

	

	e) TDA adopts a Smoke-Free Policy and the post-holder is prohibited from smoking in any corporate buildings or enclosed spaces within the curtilage of buildings. Smoking breaks are not permitted within work time; however, in services where the flexi-scheme is in operation, employees may take reasonable break times outside of core hours, in accordance with flexi-time arrangements.  Employees should follow the flexi-scheme procedure for agreeing time away from their duties in the normal manner with their immediate colleagues and line manager, with break start and finish times being recorded, as with any other break-time arrangement.  

	

	f) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.

	g) The post-holder is expected to familiarise themselves with and adhere to all relevant Policies and Procedures.



	Note for Candidate
All Candidates
The ‘supporting statement’ on your application form will be used to assess ability to meet the essential requirements of the role, so you should explain how you meet each of the numbered essential requirements within your supporting statement. 
 

In a competitive situation, the desirable criteria may be taken into consideration, so you are encouraged to show how you also meet each of the desirable criteria.
Candidates who consider that they have a disability
Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.
If you consider yourself to have a disability you should indicate this on your application form, providing any information you would like us to take into account with regard to your disability in order to offer a fair selection interview.

Where ever possible and reasonable we will make adjustments and offer alternatives to help you through the application and selection process. 

If you have indicated that you have a disability on your application form you will be guaranteed an interview if you clearly demonstrate in your supporting evidence how you broadly meet the essential requirements of the role.  





	Job Title:
	Assistant Valuer
	Team:
	Asset Management and Housing


	Essential Skills and Effectiveness:
	Desirable Skills and Effectiveness:

	1. Effective communication skills with the ability to comprehend and react appropriately to changing situations.
2. Effective organisational skills

3. Effective negotiating skills

4. Ability to meet deadlines and work with competing demands

5. Ability to work unsupervised to a good quality

6. Ability to work with external agencies, consultants, contractors and the public
	1. Holder of European Computer Driving Licence (or equivalent computing qualification)




	Essential Knowledge:
	Desirable Knowledge:

	7. Demonstrate some experience of property matters

8. Outline understanding of relevant legislation and statutory obligations

9. Computer literate with an effective working knowledge of Microsoft Office packages including Excel, Word, Outlook and PowerPoint
	2. Some knowledge of Public Sector property




	Essential Experience/Achievements:
	Desirable Experience/Achievements:

	10. Contributing successfully to effective team working and successful inter-disciplinary initiatives


	3. Experience of property matters in a Public Sector environment.


	Essential Qualifications/Professional Memberships:
	Desirable Qualifications/Professional Memberships:

	11. Evidence of continuous professional development

12. Degree and / or Associate Membership of RICS or relevant qualification 


	4. Have a Degree or Diploma in a relevant specialised area e.g. Estate Management.

5. Working towards Full Membership of RICS


	Essential – Other requirements of the job role  

· Ability to travel efficiently around the Torbay and the South West region in order to carry out duties

· On occasion the ability to travel efficiently around the UK in order to carry out duties

· Ability to carry out the physical requirements of the role (i.e. manual handling)

· Ability to accommodate unsociable hours
· Ability to accommodate on-call working
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