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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Building Surveyor

	GRADE:
	Up to SCP 39

	POST NUMBER:
	6782A

	RESPONSIBLE TO

	Housing Asset Manager

	JOB SUMMARY:

	To prepare and supervise refurbishment and improvement contracts to the Councils housing stock. To undertake major work to individual properties on an ad-hoc basis, including the design and supervision of extensions and conversions. To actively contribute to the continuous improvement of the maintenance service by remaining at the forefront of best practice

	ROLE REQUIREMENTS:
	

	1.
	To prepare specifications and other contract information for improvement and refurbishment work and to supervise and control contractors carrying out the work

	2.
	To organise and timetable allocated work as an individual and in conjunction with the Planned maintenance team to ensure timely completion, sensible programming and integration with the teams work as a whole.

	3.
	Undertake general contract administration duties, including the issuing of appropriate instructions and valuations. Manage remedial works during the defect period, exercise budgetary control and prepare and agree final accounts.

	4.
	To ensure compliance with all relevant Health and Safety legislation.

	5.
	Prepare and submit Planning and Building Control applications if required for works relating to the housing stock.  

	6.
	To manage, when required, a wide variety of building works including disabled adaptations and remedial works necessitated by structural/accidental/malicious damage including processing insurance claims where appropriate.

	7.
	To contribute to the process of investigating alternative procurement methods, which encompass the Egan principles and corporate policy.

	8.
	To monitor the performance of contractors to ensure that they deliver the levels of quality, value for money and customer satisfaction required.

	9.
	To actively encourage tenant participation in schemes carried out by the section and continually strive to improve levels of customer satisfaction.

	10.
	To provide technical advice and support to other colleagues in Housing Services.  To contribute to enhancing other teams’ knowledge and understanding of the building maintenance process.

	11.
	To keep fully abreast of changes and advances in legislation, technology, building techniques and materials, ensuring that best value, continuous improvement and best practice are always at the forefront of the service.

	12.
	To contribute to the production of an environmental policy for planned maintenance work and aim to integrate sustainability and recycling into work that is carried out to the housing stock.

To liaise with other Council services, Members, Statutory Undertakers, County Council, Health Authorities, Insurance Companies, specialist suppliers and outside agencies as required providing a comprehensive seamless service and actively developing and enhancing these relationships.

	13.
	To provide all necessary information to ensure the timely issue of statutory notices to leaseholders.  To provide information to customers and other colleagues to facilitate recharging of costs.

	14.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	15.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	16.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	17.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	18.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	19.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	20.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 
Essential Car User
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PERSON SPECIFICATION
	JOB TITLE:
	Building Surveyor

	POST NUMBER:
	6782A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Good basic level of education.
· HNC/HND in Building Studies and/or significant relevant experience.
· Detailed knowledge of Health & Safety legislation, particularly with regard to CDM Regulations.

	· Relevant degree, professionally qualified or actively pursuing membership of CIOB or RICS.
· Qualifications in specific trades, especially electrical.

	EXPERIENCE
	· 3 years Post-qualification experience of producing and supervising refurbishment and improvement contracts on occupied residential properties.
	· Extensive (5 years +) Post-qualification experience of producing and supervising refurbishment and improvement contracts and or particularly in a local authority position within Housing.
· Previous experience in FM such as door entry systems, CCTV, communal TV systems, lifts.

	SKILLS & KNOWLEDGE
	· Good project management skills.
· Good understanding of contract administration and contract provisions.

· Computer literate with working knowledge of Microsoft Office.
· Ability to deal with contractors, outside agencies, tenants and the public. 
· Good people management skills and interpersonal skills.


	· Ability to use CAD.
· Understanding of IEE wiring Regulations.
· Previous experience in a Local Authority environment.
· Experience of preparing Building Control and Planning applications.

	OTHER REQUIREMENTS
	· Well organised and well-motivated.
· Able to plan own workload to ensure successful completion of allocated contracts, within laid down timescales and budgets. Ability to operate with minimum supervision, but also to work as part of the team to achieve planned maintenance sections targets.

· Firm assertive manner to ensure contract compliance.
· Good level of initiative and propensity for innovation.
· Ability to deal with changing demands and priorities.
· Physically fit and able to use scaffolds, ladders, etc.
· Well presented (represent the Authority when dealing with tenants and outside organisations).

· Driving Licence.

	· Evidence of practical aptitude.

· Confident demeanour.
· Live within the Borough of Ashford.

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

A good all round understanding of the construction process in relation to refurbishment and improvement works to occupied domestic properties. 






	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






