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Head of Property
LEVEL:	Level 3B
ACCOUNTABLE TO:	Assistant Director of Property, Place and Economy 
SALARY:	£63,004 - £72,303 per annum
LOCATION:	Totnes / Tavistock / Agile Working
CONTRACT:	Permanent
Job Purpose
Provide advice as required to the Senior Leadership Team, elected councillors and externally promoting the work of the Councils and their reputation with respect to the Council’s estate.
Drive performance and ensure quality control for the overall performance of Estate and Facilities Management (FM) function.
Take responsibility for delegated corporate projects and strategies.
Expert knowledge of specific specialist area - accountability and responsibility for all processes, procedures and work standards within the Estates and FM function.
Role Profile
Customer Service
Work collaboratively with managers across the Councils to improve performance and customer service, especially Housing, Project Delivery and Property Services.
Specialist advice
Provide support in the development of service strategy and policies and service and financial planning – specifically the Assets Strategy.
Provide comprehensive customer focused specialist advice within the Councils and externally including keeping up to date with current and emerging legislation, best practice and policy and ensuring continuous development and improvement in services.
Specify and manage projects and contracts that deliver against The Council’s Plan and in year delivery plans and objectives.
Lead corporate teams providing specialist advice and project management expertise.
Drive continuous improvement through effective performance monitoring and quality control.
Mentor staff across the Councils to support career development and performance improvement and support the Business Manager and Customer Improvement Manager in managing performance and development of staff.
Customer empowerment
Contribute to reduced demand by building prevention and enabling into daily work and providing specialist advice where necessary.
Knowledge transfer
Act as a champion for subject/specialist area(s) working with teams across the organisation - advising, educating, and empowering staff to enable the Councils to maximise performance. Proactively develop skills and knowledge in additional areas/subjects to provide flexibility and resilience within the Specialist team.
Other
Deputise for the Assistant Director and undertake any other duties as may be reasonably required.
Promote equality of opportunity in service delivery in all aspects of the role in line with corporate policies, training and procedures.
Promote a culture that is supportive of the Councils’ purpose, aims and values and take all reasonable steps to maintain good employee relations.
Staff are encouraged to participate fully in promoting a safety culture to protect the safety and health of themselves, colleagues and other people affected by the Councils’ activities.
Person Specification
Qualifications
	Essential
	Desirable

	Degree level education or equivalent professional qualification in relevant discipline.
	Registered Valuer.

	Membership of relevant professional body, eg. RICS or similar.
	





Knowledge / Experience
	Essential
	Desirable

	An in-depth knowledge of the working practices and methodologies - to act as the Corporate Property Officer and effectively run the Council’s estate.
	Contracts and procurement methods and practices.

	Up to date knowledge of the legislative frameworks relevant to the role.
	Experience of working for a local authority.

	Understanding of customer focus and expectations and the context.
	Working in a ‘matrix’ management environment.

	Experienced and capable of working in a politically led organisation.
	Conducting performance appraisal.

	Responsibility for planning and delivering major projects/ programmes - including across an organisation.
	Broad knowledge of the Councils’ systems and services.

	Project and change management.
	Equalities policy and procedures.

	Performance appraisal.
	

	Track record of mentoring, motivating and inspiring staff.
	

	Preparation and presentation of reports.
	

	Policy formulation and development.
	


Skills / Abilities
	Essential
	Desirable

	Proactive with commitment to provision of excellent customer service.
	

	Ability to work effectively under pressure, prioritise and meet deadlines.
	

	Ability to communicate effectively both orally and in writing.
	

	Verbal reasoning.
	

	Negotiation and consultation.
	

	Lead and steer teams effectively.
	

	Developed report writing, presentation and influencing skills.
	

	Decision making and problem solving.
	

	Project and change management skills.
	

	Mentoring.
	

	Flexible and resourceful.
	

	IT literate.
	


General / Other
	Essential
	Desirable

	Evidence of continuing professional development.
	

	Customer service.
	

	Politically restricted post.
	

	Willingness to develop skills and knowledge in other areas to provide flexibility within the service.
	

	Flexible to carry out of hours work as required.
	

	An engaging, enthusiastic and positive manner with a strong ‘can do’ approach.
	


General
The list is not exhaustive; this role profile sets out the duties of the post at the time it was drawn up. Such details may vary from time to time without changing the general character of the duties or the level of responsibility involved.

Safeguarding Children & Adults at Risk
The Council has a Safeguarding Policy which outlines its responsibilities and the responsibilities of its employees. All employees need to be aware of this Policy and comply with the contents.

Equality, Diversity & Inclusion
The Council has an Equality, Diversity and Inclusion policy which outlines its commitment to creating a culture that respects and values each other’s differences, promotes dignity, equality, diversity, and inclusion, encourages individuals to develop and maximise their true potential and combats prejudice, discrimination, and harassment.
Staff Code of Conduct
The public, our communities, customers, and colleagues are entitled to expect the highest standards of conduct from all people working for the Councils. The Code of Conduct sets out the general standards of conduct expected of everyone working for the Councils.

Climate Change
Contribute to the Council’s corporate objectives in relation to climate change by considering the environmental impact of individual and collective actions, working to reduce resource and energy use, minimise waste, and anticipate and enhance the efficiency of services in response to a changing climate, wherever possible, to help the council reduce its own carbon footprint and that of the district.
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