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Job Description

	For HRU use only
	Ref: 3023


	Directorate
	Business and Economic Development

	Section/Location
	Regeneration / Swans

	Post Title
	Swans Estate Manager

	Permanent/Temp
	Permanent

	Grade
	Grade 8

	Responsible to
	Senior Manager Regeneration

	Responsible for
	Swans Receptionist/ admin support

	Job Purpose

	To manage operational activities on the Swans site including the Centre for Innovation and the manufacturing park. This will involve being the prime contact with users and tenants to manage the Swans estate and visiting vessels to the Quay, and ensuring all Health and safety and Port security issues are managed in a compliant and  effective manner.

	Job Content

	To provide :

· management of the site and ensure appropriate security arrangements are in place

· To manage the operational quay facilities including the arrangement and issue of licenses regarding berthing and lay down licenses.

· To provide licensing, leasing or valuation information regarding the management and marketing of the estate

· Providing and updating the business plan for the site in line to ensure a balanced ring fenced account in line with external funding requirements 

· Producing and investigating incident reports including regular compliance checks of the building and site

· Control access and egress of all site users including site induction to visitors and contractors

· Implement and monitor site rules and Health and Safety including the creation and enforcement of  exclusion zones 

· Liaise with Health and Safety team ref site rules H & S inspections and incident reporting and investigation.

· Ensure compliance and arrange remedial action through NTC client officer and partners.

· Liaise with Department of Transport to ensure Security of site complies with port security regulations and liaising with Port of Tyne to take ship
· Acting as the Port Facility Security Officer including monitor berthing and load outs, controlling access to and from the ship in line with International Port Security (IPS)  and Safety Of Life At Sea legislation (SOLAS)

· Represent the Council’s interest internally and externally as directed by the Regeneration manager to ensure the redevelopment of the site.
.

Any other duties that may arise appropriate to the job purpose and grade a may be allocated.

	Performance standards

	· To be responsible and report  the relevant Service Plan and Council Plan Actions and Performance Indicators in relation to the Swans site.

· To be responsible for the deployment and management of the Swans Receptionist/ admin support

· To work at all times within the Council’s Corporate Policies including Equality & Diversity and Health & Safety.
· To perform in accordance with the Council’s core employee competencies.
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	Working conditions

	Allowances:

· Casual Car User

· Mobile Phone

· Working Hours – 37 per week (as required to deliver service)

· Location – mainly Swans but attendance at Quadrant, Cobalt Business Park for meetings , and potentially any work site within North Tyneside



PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Detailed knowledge of site management, building management and security.

Excellent customer services skills both face to face and via the telephone.  

Ability to work collaboratively and develop positive working relationships with tenants, suppliers, regulators and other parties.  

Financial processing and ordering using ICT systems.

Excellent ICT skills including ability to use MS Word, Outlook, PowerPoint and Excel.

Excellent planning, organisational and analytical skills

The ability to manage conflicting priorities.


	Experience of using BMS (BMS is the Business Management System used for financial processing and other council processes).

 Understanding of the SOLAS Convention, the ISPS Code and the Ship and Port Facility (Security) Regulations 2014.

Have developed, implemented and reviewed a Port Facility Security Plan.

Detailed knowledge of health and safety compliance requirements in relation to port facilities.

knowledge of health and safety compliance requirements in relation to property.


	Application,  interview and references

	Qualifications and Training
	Degree in Real Estate Management or related subject.


	PFSO accredited or RICS


	Application,  interview 

	Experience
	At least 3 years experience in site management and security operations. 

Production of business plans and financial management.

Ability to work at a good pace and under pressure with conflicting deadlines.


	Have experience of line management.

Knowledge of office/administration procedures in Local Government or other public sector organisation.

Experience of co-ordination and management of sub contractors and suppliers.

experience in undertaking health & safety inspections and recording, collating and communicating findings to relevant parties

Experience of preparing and implementing site management plans and protocols


	Application,  interview and references

	Special Requirements
	Will be required to work outside of office hours on occasions to manage port facilities such as load outs and berthing which can happen anytime over a 24 hour period.

Ability to travel between the job base (Swans) and other Council sites e.g. Quadrant for occasional meetings.


	. 
	Application,  interview 
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