Surrey Heath Borough Council 
Role Profile

	Role Title:
	Property Asset Manager

	Service:
	Property, Asset and Estates Management 

	Location:
	Surrey Heath House, Camberley

	Reporting To:
	Head of Investment and Development




	[bookmark: _Hlk70929000]Role Purpose:

	Surrey Heath Borough Council is a major investor and property owner within the borough.

The Council’s property holdings enable it to control and develop important facilities and services for the benefit of its residents and businesses. The Council’s investments also provide an important source of income as a means to support its activities, duties and services.

The Council has extensive property ownerships across the borough, but with a strong concentration in its principal town, Camberley. This includes the main retail centre, The Square.

A property asset manager is required to support the Council’s asset management activities across the borough, but with primary focus on its retail holdings in the town centre. 
In conjunction with the Council’s appointed managing agents, the purpose of the role is to:
· Provide effective management within the Council’s property, asset and estates function to secure value for money and outcomes that help deliver the Council’s corporate objectives, high performance and cost effective service.
· To manage such other areas that may be allocated from time to time.
· Contribute to the continued development of the Council’s positive and high performing staff culture.

· To establish all aspects of investment strategy and to keep it updated
· Take responsibility for implementation of this strategy and for all asset and property management duties.
· To oversee investment performance
· To provide regular reporting on performance
· To establish and maintain appropriate governance channels with the Council’s managing agent.
· Continuously optimise the portfolio to improve efficiency, quality, service and value.

The role will sit within an established Investment and Development team. The team’s responsibilities include investment management, regeneration schemes and related property services within the Council. Although the role will be primarily focused on retail holdings, the successful candidate will be expected to take on miscellaneous asset management duties within the broader portfolio and to make a highly positive contribution to the team and its broader duties.  


	RELATIONSHIPS

Important internal 
relationships:




Important external relationships:


	

· Head of Investment and Development
· Head of Legal
· Head of Finance
· Investment and Development Team
· The Leader and Executive
· Councillors
· Corporate Management Team
· Marketing team
· Staff across the borough at all levels

· The Council’s managing agent
· Tenants
· Members of the public
· Contractors
· Consultants
· Statutory agencies





Main Duties and accountabilities
	Service Specific
	Take responsibility for all aspects of your investment portfolio and in working closely with the Council’s managing agents:

· Establish all aspects of investment strategy and keep it updated.
· Implement this strategy and ensure that all asset and property management duties and activities are undertaken in a timely and professional manner (rent reviews, lettings etc).
· Set the occupational strategy and oversee its implementation
· Ensure that rents and other charges are collected in an efficient and timely manner
· Oversee investment performance
· Ensure that essential compliance requirements are fulfilled (H&S etc).
· Provide regular reporting on performance
· Ensure that service and customer experience are to the highest levels
· Establish and maintain appropriate governance and working relationship channels with the Council’s managing agent.
· Continuously optimise the portfolio to improve efficiency, quality, service and value.
· Take the lead in identifying and producing a business case for capital projects
· To provide insight and support to the Council’s regeneration team 


	
Management related



























Financial Management







Risk Management, Health and Safety and Civil Emergencies


Continuous Professional Development

	
· Take the lead in ensuring that your service responsibilities are properly communicated, reported and integrated into the Council’s performance management and decision -making structures.
· To communicate ownership of the Council’s corporate priorities and key messages and promote effective working within the service and across the organisation as part of a one team approach.
· To lead and champion the implementation of key corporate and service projects, achieving agreed outcomes including delivery on time and within budget.
· To provide high quality and timely advice to all Members of the Council and relevant staff. 
· To attend and contribute as required to meetings of the Council, including, working groups, Committees and outside bodies.
· Play an active role and make a positive impact within the Investment and Development team
· To promote the positive interests of the Council and the borough. 
· To keep your line manager and the Corporate Management Team informed of service issues and developments
· To develop and maintain excellent internal and external working relationships to secure positive outcomes for the Council and the borough.
· Along with other managers, contribute to civil emergences and the smooth running of elections including polling day and the count. 
· To create a positive working environment where staff are treated with dignity and respect and where equality of opportunities are promoted. 
· To contribute to a culture of excellent customer service where the needs of customers are understood and responded to.  
· To ensure that all staff are supported to deliver high standards within a supportive management culture and regular team meetings, one to ones and appraisals. 
· To undertake the timely management of performance issues
· To support the development of a highly engaged and high performing staff team ensuring that all staff are encouraged to realise their potential through their on-going learning and development 

· To exercise robust financial control over service, income and staffing budgets, ensuring that budget targets are met. 
· To report on financial performance
· To ensure that value for money is achieved, including looking at opportunities to increase income, reduce costs or explore alternative ways of delivering services. 
· To ensure that there are effective systems in place to enable the efficient and resilient operation of the service.  


· To assess the risks associated with the service and ensure that robust measures are in place to manage these risks effectively, including the risk of fraud.  
· To provide a healthy and safe working environment and implement and promote relevant corporate policies and training in all work areas.
· To have a key role in business continuity planning and participate in the Council’s Civil Emergencies response, including out of hours arrangements.

To keep abreast of technical knowledge relating to property and estates management. 
To maintain professional development (CPD) and attend corporate training as required. 


	
The key decision making areas in the role

	· Budget management and decision making
· Strategy and operational planning
· Property Advice to Corporate Management Team and to Members
· Negotiating contracts, leases and sale or purchase of land and property
· Health and Safety of buildings
· Service performance and customer experience

	The Candidate

	· Degree level or equivalent with a proven track record of continuous improvement.
· Qualified surveyor with membership of a relevant professional body eg RICS.
· Demonstrable and quantifiable asset management experience with a strong preference for this within the retail sector
· Experience gained within both the private and public sectors would be preferred.



	Dimensions of the role

	Financial 
	Non-financial 

	·  Revenue budget £4mpa

	· Balanced scorecard ( H&S, customer service)




Property Asset Manager 
Person Specification

	Qualifications and Training
	Essential (E) or Desirable (D)
	Application
	Interview/
Assessment

	RICS Chartered Surveyor, General Practice
	E
	X
	X

	Evidence of on-going continuous professional and personal development.
	E
	X
	X

	Knowledge and Experience
	
	
	

	Significant asset and estate management experience
	E
	X
	X

	Significant retail and hospitality sector experience
	E
	X
	X

	Experience of negotiating leases, licences and other legal mechanisms for providing occupation of Council property and assets.  
	E
	X
	X

	Experience in managing and developing staff 
	E
	X
	X

	Significant financial awareness and evidence in managing budgets and achieving income targets
	E
	X
	X

	Experience of giving advice to senior level management teams and achieving successful outcomes
	E
	X
	X

	Proven track record of taking a highly structured approach to planning and delivering a busy work programme with a keen attention to detail 
	E
	X
	X

	Skills and Relations with People
	
	
	

	Ability to negotiate in a way that delivers positive outcome
	E
	X
	X

	Able to manage contractual relationships with key business partners
	E
	X
	X

	Ability to maintain and develop relationships with and between key stakeholders and major clients
	E
	X
	X

	IT literate (in particular Word and Excel)
	E
	X
	X

	Planning and delivering to tight deadlines

	E
	X
	X

	Ability to establish and maintain robust governance and risk management arrangements
	E
	X
	X

	Proven ability to come up with innovative solutions to challenging problems and to see through to completion
	E
	X
	X

	Ability to identify and then implement new ways to increase income
	E
	X
	X

	Creativity and Innovation
	
	
	

	To take the lead in identifying and producing a business case for capital projects
	E
	X
	X

	To provide insight and support to the Council’s regeneration team 
	E
	X
	X

	Proven ability to come up with innovative solutions to challenging problems and to see through to completion.
	E
	X
	X

	Continuously optimise the Council’s portfolio to improve efficiency, quality, service and value.
	E
	X
	X

	To lead and champion the implementation of SHBC’s key corporate and service projects
	E
	X
	X

	Financial Accountability
	

	
	

	Excellent knowledge of business planning, budget preparation, tendering and contract documentation
	E
	X
	X

	Experience of managing and being accountable for budgets, programmes and projects, ensuring that financial records and systems are maintained and processed and that budget allocations are monitored and controlled
	E
	X
	X

	Business acumen, ability to develop best value

	E
	X
	X

	Numerical, analytical skills

	E
	X
	X

	Impact on Organisation and Community
	
	
	

	Experience of working in a physical, social and economic regeneration setting with a clear understanding of the challenges that represents
	E
	X
	X

	To develop and maintain excellent internal and external working relationships to secure positive outcomes for the Council and the borough.
	E
	X
	X

	Leadership (including Management and Supervisory Responsibilities)
	
	
	

	Experience in leading, managing and developing people and motivating teams 
	E
	X
	X

	Initiative and Independent Action
	
	
	

	Ability to identify and then implement new ways to increase income
	E
	X
	X

	Additional Requirements
	
	
	

	No contra-indications in personal background or criminal record indicating unsuitability in this role
	E
	X
	X

	Legally entitled to work in the UK.
	E
	X
	X

	Flexibility to work variable hours including evenings 
	E
	X
	X

	Ability to participate in the Council’s out of hours Civil Emergency arrangements
	E
	X
	X

	For business continuity purposes, you are required to have access to internet broadband, a computer and suitable work space at home to enable you to undertake work remotely.
	E
	X
	

	Carries out any other duties commensurate with the grade of this post as is required of the Council from time to time
	E
	X
	






