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	Post Title
	Asset Advisor

	JE Reference 
	W1537
	Grade 
	G+
	SCP Range
	30-32


Reporting line:




Job Purpose:


1. To assist with the development of the Council’s property strategies including the Asset Management Plan, Accommodation Strategy and Strategic Property Review, recommending actions for change to the property portfolio to ensure available property resources are used effectively and efficiently to deliver services and corporate objectives.
2. To be an ambassador for Asset Management acting as the central point of contact for all Capital works property projects, providing specialist professional property advice across the Council

3. To assist with management and coordinate the delivery of property projects and programmes. To manage and direct RCBC staff and contractors when necessary to ensure that projects are delivered timely and to programme.
4. To collate and monitor property related information. 

5. To Identify Capital investment projects with Management guidance. To develop in line with RCBC project management and procurement rules such projects through the tender / evaluation and award process. 

6. To manage Capital works on site under the guidance of the Works Manager ensuring that all works are carried out under current construction legislation/ /H&S/ and CDM regulations where applicable.

7. To monitor budget allocation on projects and ensure that financial milestones are scrutinised regarding application for payment and invoicing. To work with the commercial manager supplying information on site progress and final account payment. To monitor contract variations and agree site instructions.
Relationships:

Accountable to:
Works Manager
Accountable for: 
N/A
General Contacts:
All managers, elected members, service partners, other local 
authorities, employees, finance team, budget holders, utility suppliers.

Key duties and responsibilities:

1. To assist in the development of the corporate asset management plan, its high-level strategic aims and principles, and determine the deployment of the Council’s estate.  

2. To assist service Directorates in developing Service Asset Management Plans and identifying their long-term objectives for property resources used to deliver their services.
3. To assist in the development of strategies for the council property, such as the strategic property review of property and the accommodation strategy.

4. To analyse property data to make informed property related decisions and to ensure and demonstrate that the property portfolio is fit for purpose, economically sustainable and delivers value for money. To assist in the collation of performance information measures to demonstrate this.

5. To carryout post construction evaluation to ensure that investment decisions deliver their intended objectives.

6. To maximise the utilisation of the estate, providing space planning advice

7. To develop and implement projects and programmes that support the delivery of the strategic asset management plan and strategic property review
8. Recording, monitoring and reporting on property budgets i.e. planned maintenance, disabled access, etc. 

9. To provide advice and assistance to support the use and development of the property portfolio, complies with statutory requirements. To assist with the development of feasibility studies; option appraisals; outline business cases and output specifications for property proposals/projects.
10. To constantly improve the quality of the property portfolio by seeking, obtaining and considering feedback form service and building users.

11. To work with other public sector organisations and community groups to agree a co-ordinated approach to the use of the wider public sector Estates and facilities throughout the Borough, to support joint working, co-location and integration  of public sector services.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post.
2. To ensure that the Council’s corporate Health & Safety policy is followed, and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.
7. To ensure the highest standards of customer care are met at all times.
8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers.
9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	POST TITLE
	GRADE

	Asset Advisor
	G+


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Extensive, knowledge and experience of property and building services and particularly in the field of asset management.
· Experience of working at senior level 

· Experience and understanding of quality assurance procedures.
· Experience in developing productive working relationships with colleagues and stakeholders.
· Experience on application of risk management, analysis and reduction
	· Working knowledge of local government agencies and working within the public sector.

· Experience of working within the Council and with outside agencies
· To have experience in electrical design and installation processes.
	A, I

	SKILLS AND ABILITIES
	· Effective project management skills, with the ability to contribute to projects in both short and long-term basis and to co-ordinate input from others whilst retaining control of the process.

· Self motivation/enthusiasm

· Personal and professional presence that will indicate probity and integrity of character.
· Excellent interpersonal skills 

· Good working knowledge of computer applications

· Ability to work to strict and challenging deadlines
	· Computer skills 
· CAD Drawings
· Experience of using Technology Forge Asset Management data base or similar system.  
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Educated to Degree level or equivalent in work experience in a similar role.
· Knowledge of relevant legislation

· Good knowledge and working experience of current Health and Safety, CDM and statutory building regulations.
	· Experience / in construction / surveying / Asset Management / electrical design.
	A, I, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours.
· Commitment to own continuous personal and professional development.
· Strong team player, committed to an ethos of continuous improvement.
· The ability to respect the confidential nature of the work undertaken.

· Full Driving Licence
	· Evidence of own continuous personal and professional development


	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users


	· Evidence of having completed training in equality and diversity awareness
	A,I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification
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