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DIOCESAN BOARD OF FINANCE
Job Description and Person Specification

[bookmark: _Hlk114230455]
	JOB TITLE
	Property Surveyor

	LINE MANAGER
	Head of Housing and Glebe

	SALARY
	pro-rata of £37,925 - £48,372, dependent on experience 

	HOURS
	28 hours (0.8fte)

	DURATION
	This is a fixed term contract for one year, covering maternity leave

	LOCATION 
	Diocesan Office, Hillside House, 1500 Parkway North, Stoke Gifford, Bristol, BS34 8YU
The expectation is for this role to be based at the diocesan office circa 2 days / week and working on site across the diocese or at home the remainder of the time.



	JOB SUMMARY

	To provide a range of surveying and project support services for the Diocesan housing portfolio, head office, and schools.



	KEY RELATIONSHIPS 

	· Diocesan Secretary and Bishop’s Staff
· Property and Estates Directorate / Housing and Glebe Team
· Finance Team
· Clergy and Churchwardens
· External agents and contractors
· Residential tenants of the diocese



SAFEGUARDING
The Diocese of Bristol is committed to safeguarding, safer recruiting practice and promoting the   welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. 


	MAIN RESPONSIBILITIES 

	General Responsibilities

· Liaising with external suppliers and consultants to ensure that all works in relation to the property portfolio are delivered and that day-to-day responsibilities are fulfilled.
· Day-to-day management of the Diocesan office building, including ensuring compliance with statutory regulations, health and safety legislation, and good practice for building management.
· Identifying, building and maintaining good relationships with key partners and stakeholders including consultants, agents, developers and contractors.
· Contributing to the preparation of and managing the annual property budget.
· Providing a technical support service to the property team and wider Diocese as required.
· Lead on Health and Safety both for the Diocese office and for all building and compliance works in the Diocese.
· Take a lead in compliance matters, securing registers and updates for Asbestos, legionella, fire, gas and electrical compliance.
· Ensuring that all expenditure in the property budget is properly procured, provided, invoiced and paid in accordance with the Board’s policies and procedures.
· Liaising with other Diocesan Officers, Surveyors and external agencies.


	Clergy Housing
The property portfolio consists of around 170 domestic properties, primarily occupied by parochial clergy, with some occupied by residential tenants. This role has responsibility for:

· The arrangement of the five-yearly inspection of properties.
· Specification, tender and management of maintenance, repairs, servicing or refurbishments. 
· Ensure Value for money and quality ambitions are met, and appropriate tender arrangements are undertaken for works.
· Liaison with insurers including meeting loss adjusters on site to review claims.
· Supporting and advocating our Carbon Net Zero 2030 objectives across the built estate.
· Managing tender processes and/or negotiating with subcontractors for smaller projects and overseeing their work.
· Inspection of defects and works requirements.
· Work in accordance with CDM 2015 and overseeing of all RAMS processes for works and inspections.


	Schools

Schools are surveyed independently, but they require our support to guide them on the processes and requirements in addition to a stream of general property-based questions:

· Ensure support is available for school building and compliance queries.
· Support and guide schools in arranging surveys, compliance and works.


	Environment and Sustainability

The Diocese has made a commitment to be meet the National Church objective of Carbon Net Zero by 2030, and the role is a crucial part of the support and delivery of the estate change to enable this:

· Support the Environment and Sustainability Manager in the planning through to completion of all estate-based Carbon Net Zero projects.
· Support project tendering and procurement to ensure all works are fit for purpose and provide value for money.
· Be an advocate for environmental improvements to the Estate and the wider Environment and Sustainability objectives of the Diocese.
· Provide 1-1 support to Diocesan schools, housing, Churches, Halls and Offices on energy audit decommissioning plans as required to support the CNZ2030 programme.


	Other
· To undertake other duties as may be reasonably required.




	PROPERTY SURVEYOR PERSON SPECIFICATION
To enable us to shortlist in a fair and unbiased way it is helpful if you provide us with sufficient information to demonstrate how your skills and experiences meet or exceed the criteria outlined in the vacancy description.


	Attributes
	Essential 
	Desirable 

	Experience 
	· Surveying experience within a housing portfolio, building relationships with suppliers and consultants.
· Understanding of building management with regard to statutory requirements.
· Good understanding of legal matters surrounding property and land management and an ability to apply these appropriately.
· Managing budgets.
· Delivering residential refurbishment projects.
· Good understanding of Health and Safety & CDM 2015. 
· Management of survey and compliance works.

	· Working in a complex organisational structure.
· Experience and understanding of property management.
· Experience of using a PMS to manage a property portfolio.
· A knowledge of the Church of England and its structure.


	Education/ Qualifications 
	· RICS / MCIOB or equivalent significant experience.

	· A relevant Health and Safety qualification. 


	Skills / Ability 
	· Prioritise work to meet the needs of the organisation and the occupiers within budgetary constraints.
· Ability to work collaboratively.
· Effective communicator; able to listen, converse and influence in a range of situations from one to-one, to large gatherings.
· Ability to write clear and concise written reports with recommendations.
· Able to inspire the confidence of the clergy, teachers and parish committees.
· Proficient and effective use of technology, with good working knowledge of Office, M365.

	· Demonstrable professionalism and sensitivity in communications.


	Personal 
	· The ability to work collaboratively as part of a team sharing learning and ideas.
· Strongly proactive, with the ability to manage multiple projects simultaneously and work autonomously to prioritise and meet deadlines.
· Professional manner and positive attitude.
· Respectful and comfortable with the Christian ethos and objectives that underpin our work.
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