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	Job Title:
	Estates Officer – Development Management
	Pay Band: 
	12



	Job Purpose: 

	To assist in providing a comprehensive estates and development management service / and contribute to the Council’s corporate and strategic working 

	Valued Behaviour Level:
	2 
	JE reference: E3515
	

	What are you expected to do?
· To provide sound and timely professional advice and make recommendations on all aspects of development, estate management and valuation matters and contribute to the overall performance of the Estates and Property Section.
· To undertake development management incorporating aspects of estate / asset management and valuation work as required in compliance with the Council’s corporate priorities and objectives, statutory and other timescales and professional code of conduct.
· To manage strategic development partnerships including governance and stakeholder relationships.
· To undertake the negotiation and management of large, complex strategic disposals, acquisitions and development contracts including:
a. S106 agreements between numerous landowners
b. Collaboration Agreements 
c. Development Agreements
d. Equalisation Agreements for strategic sites.
· To undertake due diligence to ensure the Council’s legal and financial position is protected. 
· To project manage multi-disciplinary project teams with property professionals and external stakeholders for strategic development, disposals and acquisitions, including understanding how all the individual components are inextricably linked and the consequences/risks. Undertake appointment of external agents and seek requisite approvals.
· To de-risk the development process from the landowner’s point of view.
· To undertake a critical analysis of development appraisals in relation to residential and commercial development, acquisitions and disposals and produce relevant work programmes.
· To undertake procurement processes where required ensuring compliance.
· When works are undertaken to Council sites, ensure that necessary consultations take place with Health and Safety and relevant stakeholders.
· Where required, report to Committee, Cabinet or Scrutiny Board, and relevant stakeholders.
· Represent the Council on appropriate external bodies, at relevant internal and external meetings as directed and/ or required.
· Contribute to the corporate management of the Council by assisting in:
a. Developing and revising Policy;
b. Meeting performance targets;
c. Ensuring high standards of service delivery;
d. Liaising with, consulting and undertaking joint working with other Council services. 
· To produce reports on Estates and Property related matters and present or assist in their presentations as directed and / or required.
· Deputise for the Head of Property Asset Management or Estates and Property Manager where appropriate.  
· Contribute to the delivery of projects for the Council, which may extend beyond the boundaries of the Department.
· When required to assist with managing the Council’s property portfolio to include new lettings, lease renewals, rent reviews, rating matters, tenant’s improvements, dilapidations, compensation and third-party referrals.
· To keep abreast of relevant legislation and changes thereto, such that they can be speedily and efficiently implemented.
· Identify opportunities for improvements to the delivery of the Councils Estates and Property Management Services.	



Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	Member or Associate of the RICS
	E
	

	2
	Registered Valuer 
	
	D

	
	Experience & Knowledge
	
	

	3
	Working knowledge of Estate / Asset Management and Valuation matters
	E
	

	4
	Working knowledge and experience of undertaking large strategic developments, disposals and acquisitions, preparing and instructing solicitors in relation to complex contracts, including: 
     a)	S106 agreements between numerous landowners
     b)	Collaboration Agreements
     c)	Development Agreements 
     d)    Equalisation Agreements
	 E
	

	5
	Experience of undertaking due diligence to ensure that legal and financial positions are protected
	E
	

	6
	Experience of management of multi-disciplinary project teams with property professionals and external stakeholders for £M strategic disposals and acquisitions. An understanding of how all the individual components are inextricably linked and the consequences and risks.
	E
	

	7
	5 years relevant experience of development management of land and property related projects, appointment of external agents and seeking requisite Cabinet approvals.
	E
	

	8
	Experience managing multi‑million‑pound capital budgets, including forecasting, cost modelling, valuations, variations and final accounts.
	E
	

	9
	Experience of developing, implementing and reviewing policies and procedures. 
	E
	

	10
	Experience and understanding of Asset Management and of corporate / portfolio property management, including knowledge of Compulsory Purchase Orders and Compensation procedures. 
	
	D

	11
	Knowledge of Energy Performance Certificates and Display Energy Certificates 
	
	D

	12
	Knowledge and experience of development partnerships and de-risking the process from the landowner’s point of view: Development Appraisals, Cost Plans, how to deal with variations in costs and values for large strategic sites. 
	E
	

	13
	Knowledge and experience of procurement processes and ensuring compliance. 
	E
	

	14
	Experience and knowledge of Health and Safety and CDM legislation and statutory compliance
	E
	

	15
	Understanding of private sector practice 
	
	D

	
	Skills
	
	

	17
	Ability to carry out effective negotiations 
	E
	

	18
	Ability to think strategically and to analyse property valuation issues, formulating reports and implementing plans for action
	E
	

	19
	Ability to communicate both orally and in writing to a wide range of audiences (including ability to write clear and concise reports and presentations)
	E
	

	20
	Ability to work under pressure to meet targets and deadlines, prepare reports and provide advice in a timely fashion 
	E
	

	21
	Ability to work in and understanding of multi-disciplinary services
	E
	

	22
	IT Literate, capable of using MS Word / Excel and office packages. 
	E
	

	23
	Ability to prioritise work, analyse problems and adapt an innovative approach to finding solutions 
	E
	

	24
	Ability to work to broad policy guidelines and to use discretion and act on own initiative as required.
	E
	

	25
	Ability to use development appraisal software, Argus or equivalent and Geographic Information System software 
	
	D

	
	Personal Attributes
	
	

	26
	Able to demonstrate a flexible approach to working time arrangements which may involve working late to achieve deadlines/resolve problems
	E
	

	27
	Capacity to deliver high level or technical expertise and be conversant with best practice 
	E
	

	28
	Commitment to personal training and development 
	E
	

	29
	Ability to be customer focused and a team player, recognising the importance of teamwork
	E
	

	30
	Access to reliable transport to carry out the travelling requirements of the post 
	E
	

	31
	This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers
	E
	

	32
	The ability to communicate at ease with customers and provide advice in accurate spoken English 
	E
	

	33
	Capable of independent travel to carry out the requirements of the post 
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· This post is subject to a standard disclosure. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by ourselves.
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