WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION
Job Title: 		Estates Assistant						
Pay Grade: 		W2 - W3			
Team:			Estate Management			
Responsible to: 	Senior Estates Officer	      	
Job Purpose:	

To support the Estate Management Team and work with external professional advisors to ensure the smooth running of WBC’s commercial and operational properties and that all records in relation to these are accurate and up to date.

To collate and analyse data in order to inform decisions in relation to Woking Borough Council’s property assets.

To support the management of Woking’s Markets (including kiosks at Market Walk and pop up stall bookings).

Key Area: 

PLACE - An Enterprising, Vibrant and Sustainable Place
We will help to create a sustainable community which has a strong identity and is a place where people want to be, by:
· maintaining a high quality natural environment where resources are used wisely and biodiversity is conserved;
· creating a high quality built environment which meets local needs, and enables an enterprising culture to flourish and the local economy to prosper; and
· providing, in collaboration with partners, the physical and electronic
infrastructure to enable efficient and integrated travel and to support high quality electronic services.

Main Tasks:

1. Responsibility for all property records and systems,  including the coordination and collection of data, verification, updates, analysis and report writing.

2. Scrutiny of legal and other documents including plans and record drawings in order to add to, amend or update property record systems.

3. Leading and implementing the continuous development of the records systems, providing training and preparing guidance and procedural documents for all users.   

4. Producing plans and ensuring GIS mapping layers are up to date.
5. Administering property related financial records including the debtors system, payments and invoicing.

6. Working with finance colleagues to input data for capital assets valuations and accounting processes. 

7. Liaising with WBC Finance and external consultants over requirements for the year end processes and ensure these are delivered in a timely manner.
 
8. Dealing with the calculation and recovery of service charges

9. Undertaking routine inspections, audits and compliance checks including vacant property management and boundary enquiries, reporting to other professional and technical staff.
 
10. Liaising with building services colleagues ensuring repair and maintenance jobs are completed in a timely and satisfactory manner.

11. Negotiating wayleaves, easements and licences including for grazing, access and the letting of market kiosks.

12. Coordinating the marketing and advertising of Market Walk Kiosks including social media updates.

13. Providing administrative support to the Market Manager and dealing with enquiries on his behalf.
 
14. The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above. 




























PERSON SPECIFICATION

Job Title: Estates Assistant

	  Criteria
	 Standard
	E/D
	Measure

		Education & 	training
	· Good general level of education including GCSE or equivalent in Maths and English (Essential)
· Willing to work towards / have a related business administration or property qualification upon successful completion of probationary period

	E


D (W2)
E (W3)


	A


I

		Experience
	· Experience in an administrative role 
· Experience of data collection and input 
· Excellent IT skills 
· Experience dealing with members of the public / customer facing role 
· Experience of GIS mapping software 
· Experience working within commercial property sector 
· Local Authority Experience 
	E
E

E
D

D

D

D


	A
A

I
I

A

A

A

		Special Skills
	· Able to converse at ease with customers and provide advice in accurate spoken English 
	E
	I

		Motivation
	· Self-motivated to provide a quality service as part of a small team
	E
	I

		Personality
	· Enthusiastic 
· Efficient and organised 
· Well-developed people skills 
	E
E
E
	I
I
I

		Special 	Requirements
	· Full driving licence
	E
	A


Key:
E = Essential, D = Desirable, A = Application Form, I = Interview
Candidate Screening:
Rehabilitation of Offenders Act 1974 does apply
Disclosure and Barring Service check: Not required

Role Map

Job Title: Estates Assistant

Team: Estate Management
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	Level required

	Shaping Our Future
	2

	Leading Our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	1

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.




