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Asset Management Officer Post 2152
Service Area
Property Services
Manager/Team Leader
Assets and Property Programme Manager – Property Services
Direct reports
N/A

Total Managed
N/A

Purpose of the Role
To ensure the Council asset portfolio is managed and maintained in accordance with appropriate legislation, professional standards and best practice.

To advise on all aspects relating to the acquisition and disposal of built assets.

To manage the effective delivery of asset portfolio minor works projects, and to include direct support to the Asset & Property Programme Manager in the delivery of the capital works programme.
To ensure efficient Repair & Maintenance of the Council asset portfolio.
Key Result Areas

1. To ensure the effective delivery of programmed capital works relating to the Council asset portfolio.

2. To liaise with internal and external stakeholders to ensure projects and maintenance issues are resolved safely, efficiently and in a timely manner.
3. To ensure appropriate communications to allow other officers and Members to be kept informed about significant issues relating to the Council’s asset portfolio.

4. To support colleagues in ensuring that all council assets (to include leased in and leased out assets, including Car Parks, Pier, Electric Vehicle Charging Points, Public Conveniences, Public Buildings, Office Space – please note this list is subject to change at any point) and processes comply with Health and Safety Regulations and liaise with Building Control and The Corporate Health and Safety Team in achieving this.
5. To assist colleagues in ensuring works are completed satisfactorily and that remedial works are carried out promptly and effectively. 
6. To ensure procurement of goods and services related to management if the Council’s Asset Portfolio are carried out in accordance with Council’s policies. 
7. To be familiar with forms of building contracts, principally JCT.

8. To liaise the Procurement Officer on all procurement projects. 

9. To support colleagues in ensuring that contractors supply all required pre-commencement evidence of compliance with legislation and best practice and understand current CDM regulations.
10. To liaise with Building Control and Development Management to make sure all works are carried out in accordance with relevant BS/EN standards. 
11. To maintain client records and case progress notes as required by the Corporate Project management team and attend any required meetings.  
12. Ability to take a commercial approach and to make recommendations and improvements to processes and activities to help ensure the Council is as efficient as possible and delivers value for money. Must have sound knowledge on buildability, modern methods of construction and renewables.
13. To be responsible for a portfolio of small projects/contracts in their entirety, including the requirement to carry out negotiations with contractors, suppliers and tenants of commercial properties. Etc.
14. To take responsibility for your own Health and Safety at work and that of other persons who may be affected by your actions.
15. To maintain an awareness of current relevant legislation and best practice and advise on changes in this area.
16. Any other work required and as directed within the confines of the existing grading and post.
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	Essential
	Desirable
	How Identified

	Experience/

Knowledge
	Experience of asset Capital projects, portfolio management and maintenance
	      (
	
	Application Form

	
	Experience of contract management & forms of contracts.
	
	(
	Application Form

	
	 Construction Knowledge
	(
	
	Application Form*

	Qualifications
	Five GCSEs at Grade C (or Grade 4 as applicable) including English and Mathematics
	
	(
	Application Form

	
	NEBOSH Health and Safety Management for Construction Certificate
	
	(
	Application Form

	
	Site Management Safety Training Scheme (SMSTS)
	(
	
	

	
	Construction Skills Certificate Scheme (CSCS) Card
	
	(
	

	
	Full Driving licence
	(
	
	Application Form

	
	Good communication skills, digital, written and verbal


	(
	
	Interview/Application Form*

	Aptitude and

Disposition
	Flexible approach to working hours and location
	(
	
	Application Form

	
	Able to proactively manage and build relationships with contractors and other agencies
	(

	
	Application Form

	
	Committed to job related education and training
	
	(

	Application Form

	
	Able to multi-task effectively
	(

	
	Interview

	
	Client focused
	
	(

	Interview

	
	Commercial approach
	(

	
	Interview

	
	Ability to build rapport and empathise with customers and stakeholders
	
	(

	Interview

	
	Ability to work as part of a team, contribute ideas and work under your own initiative.
	(

	
	Interview

	
	Strong organisational skills with the ability to prioritise workload.
	
	(

	Interview


Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the Council:

Fairness - We respect people and treat everyone fairly

Ambition - We welcome new challenges and embrace change

Integrity - We are open and honest and listen

Resourcefulness - We strive to be efficient with our resources
