ID2536 Building Surveyor

WREXHAM COUNTY BOROUGH COUNCIL
JOB DESCRIPTION
DETAILS OF THE JOB
	JOB TITLE 
	BUILDING SURVEYOR


	DEPARTMENT
	HOUSING AND ECONOMY


	SERVICE/TEAM
	DIFFERENT TEAMS IN H & E


	REPORTS TO (JOB TITLE & JOB ID)
	MANAGEMENT ACROSS H & E

	GRADE 
	L08

	

	IS WELSH ESSENTIAL or DESIRABLE FOR THE JOB (See Vacancy Management  Form)  - Criteria:

	Please indicate as appropriate - Insert a Yes (essential) or No (desirable) 

	The post needs to assist Welsh speakers – internal employees and/or  service users
	No

	Is this a post in which contact with the public is its primary function (external)?
	No

	Is this a post providing a public service in a Welsh language community or will serve a welsh speaking area (Rhos/Ponciau, Glyn Ceiriog, Ceiriog Valley, Coedpoeth, Penycae)?
	No

	VERSION CONTROL (INSERT DATE OF DEVELOPMENT)
	


SECTION 1: JOB PURPOSE
	To perform the role of Building Surveyor providing a professional surveying service that contributes to the Council’s programme of repair and refurbishment of void and occupied properties; ensuring that properties are restored to Wrexham’s prescribed housing standard in a timely and efficient manner and to the satisfaction of our customers.

The post holder will focus on surveying properties, preparing schedules and managing / monitoring works undertaken by both internal and external contractors. The role will involve:
· Surveying properties (internally and externally)

· Preparing costed schedules of work

· Diagnosing property defects (in buildings and external works) e.g. damp, condensation, dry rot etc.
· Cost management and change control

· Organising house clearances 

· Pest control and other risks to health 
· Initial structural stability assessment 
· Handover and completion procedures
ensuring that the building stock is maintained to an optimum and compliant standard of condition by means of an efficient, prompt and cost effective service.
In addition, the post holder will also 
· Support the management of external consultants and internal and external contractors

· Ensure compliance with statutory consents

· Issue variations and  contribute to effective cost control 

· Support the quantity surveyor in checking  invoices and valuations

· Post completion inspection and handover checks

· Co-ordinate activities with work planners
· Assist and deputise for Voids Coordinator / Senior Building Surveyors.




SECTION 2: DIMENSIONS
	The post holder will be responsible for the surveying, management and supervision of contracts to maintain the housing stock of Wrexham CBC which consists of approximately 11,171 properties.
The types of work undertaken will include:

· Refurbishment of approximately 1,000 void properties per annum with a total value of around £12 million p.a.
· Individual property refurbishment contracts up to the value of £50k

· Assistance with Capital contracts up to the value of £40 million per annum
· Responsive repairs

· Planned and  cyclical work

· Mechanical and electrical services, 

· Refurbishment and improvements to vacant and occupied dwellings.

· External and environmental improvements
· Assistance with Insurance claims


SECTION 3: PRINCIPAL DUTIES AND RESPONSIBILITIES
	NO.
	Description of Principal Duty or Responsibility



	1
	Prepare property elemental condition reports, to an approved professional standard, for void properties, building maintenance and refurbishment works.

	2
	Report on the condition of properties, mechanical and electrical services and external works within the housing stock. Survey and quantify the scope of works, prepare plans, cost estimates, specifications and work schedules and issue to contractors. 


	3
	Instigate, supervise and manage planned, capital, cyclical and reactive maintenance works to an annual programme.



	4
	Ensure that contracts and orders comply with financial and procurement regulations and other relevant legal and professional requirements.


	5
	Ensure compliance with legislation including Building Regulations, Party Wall Act, welfare and health & safety. Assist in the preparation of Construction Phase Health and Safety Plans and monitor Construction Design and Management compliance on site.


	6
	Administer building contracts and frameworks agreements, typically JCT Minor Works, Intermediate and Measured Term, for planned maintenance, repairs and refurbishment works.

	7
	Arrange and attend regular contract progress meetings on behalf of Senior Building Surveyor / Team Leader. Prepare surveyor’s report consisting of progress, cost, quality, health and safety performance and present at the meeting



	8
	Undertake pre and post inspection of the works. Inspect quality as the work progress on site works and report any non-compliance issues to the Senior Building Surveyor / Team Leader

	9
	Monitor KPIs for each contract, providing written reports to the Senior Building Surveyor / Team Leader and present at progress meetings. Agree corrective action where performance falls below agreed levels.

	10
	Prepare cost reports for the Senior Building Surveyor / Voids Commissioning post to assist in the monitoring of work programme budgets.

	11
	Take personal responsibility for day-to-day maintenance and emergency works, as and when they arise, and ensure that the safety and security of property and personnel is protected at all times. Undertake and necessary measures to prevent further damage or risks

	12
	Ensure customer satisfaction is a key principal of successful project delivery, investigating and dealing with concerns as and when required. Work with Tenant Liaison Officers to provide a satisfactory resolution.

	13
	Provide support of insurance claims. Prepare schedules of work, obtain costs, supervise the works and liaise with loss adjusters and the Finance department in terms of agreeing a final reconciliation.

	14
	Assist the Council’s quantity surveyors in establishing accurate valuations and final accounts. Maintain all necessary records and ensure that all relevant information is properly recorded and available. Advise on items that are to be disqualified from contractors’ claims. 

	15
	Take personal responsibility for ensuring that that the Keystone, Orchard and P2P systems are kept up to date on a daily basis.

	16
	Assist and deputise for the Senior Building Surveyor / Voids Commissioning post as and when necessary. 

	17

	To carry out any other duties as may reasonably be expected of the postholder commensurate with the scope, spirit and nature of the job.


SECTION 4: CONTEXT STATEMENT

	Assets

Both voids and programmed works Building Surveyors sit in the Assets team with Housing and Economy. This team is responsible for Facilities Management (Housing and Corporate), Strategic Assets, Design Services and Property Investment (Housing).

Programmed Works Building Surveyors
The Council also has a major programme of cyclical refurbishment works commensurate with number of properties it owns and the lettable standard it is aiming to achieve. The budget for these works for the years 2018 – 2020 is £40m per annum.

Planned works Building Surveyors will report to the Programme Manager and the External & Environmental Works Coordinator, who in turn, reports to the Property Investment Lead

The External & Environmental team consists of a 2no Senior Building Surveyors, 1no Engineer, 2no Engineering Technicians, 2 no Clerk of Works, 2no Building Surveyors and 1no Technical Administrative Assistant. In summary, this team are responsible for delivering external works such as fencing, footpaths and other improvements to the environment.
The External Works team includes 6no Senior Building Surveyors, 4no Building Surveyors, 4 no Clerk of Works, 3no Tenant Liaison Officers and 1 Technical Administrative Assistant. In summary, this team are responsible for delivering new reroofing programmes, external wall insulation, defective assets to properties, works to sheltered housing units.

Voids Building Surveyor
The Council has approximately 1000 void properties every year. There an extensive waiting for properties in all wards in Wrexham and void properties do not generate any income. It is imperative, therefore, that vacant houses are brought back into use as soon as possible. The role of Building Surveyor is critical to ensure that turnaround time is minimised and the correct lettable standard is met. The Void team is actively managed on the time it takes to complete a void from start to finish, quality and cost. 

Voids Building Surveyors will report to the Voids Co-ordinator, who in turn, reports to the Design Lead. 
The Void team consists of the Voids Co-ordinator, 6 x Building Surveyors, Technical Gas and Technical Electrical Inspectors, a Senior Planner and 2 x Planners.
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PERSON SPECIFICATION
	Job Title
	Building Surveyor

	Job Evaluation ID
	2536

	Grade
	L08


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	HNC Building Studies / Construction
	(
	
	F/C

	Hold current CSCS Card
	
	(
	F/C

	National Standards/ Competencies /Professional Body 
	
	
	

	Membership of an appropriate professional body e.g. CIOB, RICS
	
	(
	F/C

	Specialist Knowledge
	
	
	

	Detailed knowledge of building construction and pathology. 
	(
	
	F/I

	Experience in a building surveying role
	(
	
	F/I

	Relevant supervisory experience
	(
	
	F/I

	Significant experience of  undertaking property surveys and producing costed schedules of works, site management  and quality control
	(
	
	F/I

	Knowledge of surveying techniques
	(
	
	F/I

	Evidence of continuous professional development
	(
	
	F/C/I

	Knowledge of H&S Regulations associated with the construction industry and  CDM regulations
	(
	
	FI

	Significant experience of planned and reactive building maintenance works
	(
	
	F/I

	Experience of budget planning and management
	(
	
	F/I

	Ability to prioritise and organise work
	(
	
	I

	Experience of task/project management
	(
	
	I

	Capable of applying constructive thought to the formulation of solutions to technical problems with the minimum of consultation.
	(
	
	I

	Ability to represent confidently the Council, the Department and the Section in meetings with Members, staff, outside bodies, partners and other contacts
	(
	
	I

	 ICT literate, at ease with Word, Powerpoint, Excel and relevant property databases (P2P / Orchard / Keystone)
	(
	
	F

	Personal Attributes
	
	
	

	Trustworthy
	(
	
	I

	Respectful and gains respect
	(
	
	I

	Innovative thinker
	(
	
	F/I

	Integrity
	(
	
	I

	Excellent interpersonal and customer service skills
	(
	
	F/I

	Ability to prioritise and organise work
	
	
	

	Strong commitment to public services, the Council’s responsibilities and overall customer service
	(
	
	F/I

	Excellent organisational skills
	(
	
	F/I

	High level skills of communication, both written and oral
	(
	
	F/I

	Ability to work under own initiative as a well as a team player
	(
	
	F/I

	Ability to work under pressure and have coping strategies to work in a fast paced environment
	(
	
	F/I

	Proven ability to meet deadlines and targets
	(
	
	F/I

	Demonstrates enthusiasm and drive
	(
	
	F/I

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	(
	
	F/I

	Flexible working to suit service demands
	(
	
	F/I

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	(
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	(
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F
	Job Application Form
	
	C
	Certificate of Qualification

	I
	Interview
	
	T
	Test
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