[image: image2.png]%Ashfo rd

Borough Council



[image: image3.png]




	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Aids and Adaptations Surveyor

	GRADE:
	SCP 36-39

	POST NUMBER:
	7154A

	RESPONSIBLE TO

	Planned Maintenance Manager

	JOB SUMMARY:

	The Adaptations Surveyor will play a key role in delivering high quality, cost-effective property adaptations that enable residents with disabilities to live independently and safely in their homes. 

Working within the Housing Service, the postholder will be responsible for assessing, specifying, and managing a wide range of adaptation works in line with the Council’s Disabled Adaptations Policy and funded through the Housing Revenue Account (HRA).

The role involves managing projects from initial referral through to completion, including liaison with Occupational Therapists, tenants, contractors, and internal teams. The postholder will ensure all works are designed and delivered in compliance with statutory requirements, building regulations, health and safety legislation, and council procedures.

 Adaptations will encompass a broad range of works, from minor modifications such as grab rails, ramps, and adapted facilities to major projects including wet rooms, structural alterations, adapted refurbishments, and extensions. The role may also include supporting related housing projects, refurbishment programmes, and other building surveying duties in line with service needs.

	ROLE REQUIREMENTS:
	

	1.
	 Referral Assessment – Evaluate referrals for adaptations from Occupational Therapists, social services, healthcare professionals, and other agencies. Approve or decline works in line with Council policy, providing clear written justification for decisions.

	2.
	 Property Inspections – Conduct site visits to assess the suitability of properties for minor and major adaptations, including ramps, level-access showers, handrails, structural alterations and extensions.

	3.
	 Design and Specification – Prepare feasibility reports, technical specifications, drawings, schedules of work, tender and contract documentation for adaptation projects.

	4.
	 Project Management – Manage adaptation projects from referral through to completion, including complex works, ensuring delivery within timescales, budgets, and Council procedures. Organise and allocated work effectively to ensure timely completion and integration as required within the wider Planned Maintenance team. Monitor performance against contractual KPIs and take appropriate action to maintain standards.

	5.
	Complex Project Oversight – Coordinate external consultants, such as architects and structural engineers, for large-scale adaptations, ensuring that designs, specifications, and procurement comply with current legislation, statutory guidance, and Council policies and procedures

	6.
	Contract Administration and Contractor Management – Procure and oversee contractors to ensure adaptation works are delivered safely, on time, within budget, and to the required quality standards, in compliance with statutory regulations and Council policies. Administer contracts in line with Council procedures, including issuing instructions, managing remedial works, and agreeing to final accounts. Delivery routes vary according to project scale, with routine works instructed under schedule-of-rates contracts and complex or high-value projects procured via competitive tender

	7.
	Stakeholder Liaison – Collaborate effectively with tenants, Occupational Therapists, contractors, and internal teams to ensure assessed needs are translated into practical, safe, and compliant solutions.

	8.
	 Joint Site Visits – Attend inspections with OTs, contractors, and tenants, providing professional advice, drawings, and technical guidance as required

	9.
	Regulatory Compliance – Ensure all works comply with relevant Building Regulations, CDM requirements, Planning and Building Control approvals (where applicable), the Equality Act, Health and Safety legislation, and Council policies and procedures.

	10.
	Quality Assurance – Undertake pre-, interim, and post-inspections to monitor progress, resolve technical issues, address defects, and sign off completed works.

	11.
	      Budget and Financial Management – Monitor project budgets, review job accounts, verify invoices, and ensure financial compliance with Council guidelines. Contribute to financial forecasting and planning for the adaptations programme.

	12.
	       Record Keeping – Maintain accurate electronic records, drawings, and spreadsheets to support audit, reporting, and service delivery.

	13.
	       Technical Support – Provide expert advice to colleagues on adaptation processes, policy guidance, individual cases or projects, timescales, and technical issues, as well as on other housing maintenance contracts and related works.

	14.
	      Collaboration and Liaison – Work effectively with colleagues, contractors, consultants, and external agencies, including health professionals, statutory bodies, and internal Council departments, to ensure successful project delivery.

	17.
	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.

	18.
	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.

	19.
	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.

	20.
	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.

	21.
	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.

	22.
	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. 

	23.
	Additional Duties

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

	OTHER CONDITIONS: 

Safety critical role

Driving license
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PERSON SPECIFICATION
	JOB TITLE:
	Aids and Adaptations Surveyor

	POST NUMBER:
	7154A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Good basic level of education.
· Previous experience in managing an Aids and Adaptations.
· Detailed knowledge of Health & Safety legislation, particularly regarding CDM Regulations.

	· Relevant degree, professionally qualified or actively pursuing membership of CIOB or RICS.
· HNC/HND in Building Studies and/or significant relevant experience.


	EXPERIENCE
	· 3 years’+ experience of producing and supervising refurbishment and improvement contracts on occupied residential properties particularly in a local authority position within Housing.


	· Previous experience in a Local Authority environment.


	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 man management skills and interpersonal skills.

· 
	· Experience in the Design and Specification – Prepared feasibility reports, technical specifications, drawings, schedules of work, tender and contract documentation for adaptation projects.



	OTHER REQUIREMENTS
	
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  






	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


[image: image1.png]The 9 basic competencies fal

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






