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JOB                	       						
OUTLINE							 
	Dept:    Environment & Property
	Section:   Investment Property


	Post No: EPIP01002
	Designation: Principal Estates Surveyor

	Grade:15
(SCP42-43)



	Purpose of Job:

To provide a wide range of property advice & support to the Council and elected Members, together with effectively & proactively managing the Council’s investment property.

To demonstrate and apply a professional approach in dealing with a range of legislation and delivering the Council’s Corporate objectives for its land and property relating to acquisitions, disposals, regeneration & development and general asset management.

The postholder is an integral member of the management team and has specific responsibility for the Senior Estate Surveyor, Estate surveyors and Market staff.

	Main Duties/Responsibilities:

· To protect and promote the council’s interests in the course of providing advice, drafting agreements and Heads of Terms, negotiations and advocacy, and to ensure that all deadlines are met, and all procedures followed correctly.
· To work with and advise officers, members and other teams within the Council on matters relating primarily to property, land and estate management, including acquisitions and disposals, regeneration schemes, new development schemes, leases and licences.
· Responsibility for managing, monitoring and procuring an external management company engaged in relation to the Council’s Animate complex.
· To lead and undertake Asset Valuations (both investment and operational) having regard to the formal requirements set out by the Royal Institute of Chartered Surveyors (RICS Red Book and RICS Code of Measurement), for the purposes of establishing rental and capital values for new lettings, rent reviews and lease renewals or for sale / purchase of properties and negotiating and settling terms with the prospective tenant, licensee or buyer, and insurance reinstatement values.
· To respond and support the Council’s Financial Team in the annual audit of Asset Valuations.
· To negotiate acquisitions and disposals by way of lease, licences and sale with individuals or their agents, perform full due diligence and provide formal instructions to solicitors and ensuring the legal agreement reflects the agreed Heads of Terms.
· To negotiate rent reviews and lease renewals with tenants or their appointed agent, managing any rent review disputes and agreeing any variations to the lease and terms for surrenders.
· To develop and maintain effective client relationships and work alongside the legal team whether instructions are either internal or external
· To ensure that all processes are carried out in accordance with current legislation, regulations and Council policy, with particular emphasis on Health & Safety, customer care and data protection.
· To ensure legal procedural formalities and timely management of lease expiries, reviews and break options are undertaken.
· To ensure at lease surrender and lease expiry that all matters are documented and dilapidations claims and negotiations undertaken where appropriate. Making necessary arrangements for the transfer of keys and the return of any rent deposits.
· To undertake valuations having regard to the formal requirements set out by the Royal Institute of Chartered Surveyors (RICS Red Book and RICS Code of Measurement), for the purposes of establishing rental and capital values for new lettings, rent reviews and lease renewals or for sale / purchase of properties and negotiating and settling terms with the prospective tenant, licensee or buyer, and insurance reinstatement values.
· To effect formal marketing properties or land to let or sell, preparing heads of terms, negotiating and agreeing terms for new leases and lease renewals, appointing external marketing agents as appropriate. Instructing the conveyancing team in Legal Services on new leases, renewals and sales of properties through to completion, in line with the Council’s Land Transaction Policy and relevant legislation. 
· Instruct, liaise and manage external solicitors and surveyors for contentious or substantial matters related to the Council’s property and landholding. Attend Court or Tribunal to represent the Council where there are Landlord & Tenant disputes.
· To prepare and present reports for internal and external groups as and when required.
· To undertake site and property inspections to check compliance with terms of leases and licences and the Council’s statutory obligations and report all non-compliance matters to take the necessary action to ensure compliance.
· To arrange repair and maintenance works that are the Council’s responsibility as Landlord, instructing the Operational Property team when necessary and corresponding with the tenants to keep them informed of planned works and arrange inspections of vacant properties on a regular basis.
· To monitor income receipts & rent arrears, liaising with the Finance team to ensure delivery against the income targets and providing the information required for budgeting purposes on likely rent increases, impact on vacant properties e.g. general rates liability, insurance etc.
· To follow the Council’s internal procedures, specifically in relation to the acquisition and disposal processes, notifying designated officers and Councillors at each stage.
· To apply a constructive, positive and timely approach when dealing with employees, elected members, partners and customer when discharging duties and responsibilities.
· To ensure that all processes are carried out in accordance with current legislation, regulations and council policy, with particular emphasis on health & safety, customer care and GDPR.

NB:  The Council is an equal opportunities employer and service provider.  The Council has a statutory duty to promote equality. All employees must be aware of that duty and work to the Council’s equality standards.


	In addition, other duties at the same level of responsibility may be allocated at any time           
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Investment Property Team Structure
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Senior Estates Surveyor	
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image1.png
Preston
City Council




