
Gravesham Borough Council

Division:	Corporate Services

Department:	Buildings & Repairs

Post Title:	Buildings & Repairs Surveyor (Career Graded) 

Grade:	  Starting Scale: Scale 5
                                                  Working through Scale 6, SO1 & SO2
Responsible to:	Buildings & Repairs Manager


Job Description

This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation, or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes.

Job Summary:

Responsible to the Buildings and Repairs Manager for ensuring that repairs and planned maintenance of the corporate building’s portfolio are undertaken in a timely and a cost-effective manner ensuring that legislation and the Council’s procurement rules are adhered to. The role will be responsible for progressing responsive repairs, seeking technical advice from senior members of the team as necessary. 

The career grade for this post provides for progression (subject to performance and review) to officer grades, with additional duties and responsibilities


Main duties and responsibilities

Trainee / Assistant Buildings & Repairs Surveyor

1. To undertake a recognised part-time course of study that will lead to admission of a recognised professional institution relevant to the type of work carried out by the team.

2. Lead on the allocation of responsive repairs to contractors ensuring timely resolution and that stakeholders are informed accordingly. Seek advice from the team in relation to technical matters as necessary. 

3. Manage the delivery of own small-scale projects with assistance as necessary from the team. 

4. Using study, training and supervision to gain experience and working knowledge to assist the Buildings & Repairs Surveyors, Building Safety & Compliance Manager and the Buildings & Repairs Manager with the activities and objectives listed in the main duties and responsibilities listed for the Buildings & Repairs Surveyor post. 

Buildings & Repairs Surveyor

1	To undertake feasibility studies, prepare specifications, CAD drawings and schedules of work for issue to contractors in accordance with the Council’s procurement procedures.

2	To analyse orders, tenders and quotations for accuracy and process through to acceptance all in accordance with the specified procurement procedures.

3	To ensure that all work is carried out in accordance with the specification and schedules prepared, and that contractor working practices are in accordance with the provisions of the Health and Safety at Work Act, CDM Regulations and all other relevant legislation.

4 To ensure that all appropriate documentation, e.g. Permit to Work, RAMS, CDM paperwork are in place before any work is undertaken.

5	To undertake all necessary supervision of contractors, appointed to undertake work and ensure that contractors’ invoices are checked, verified and certified on completion of works, prior to passing for payment.  

6	To undertake valuation of works and agree / endorse interim payments, including the issuing of site instructions and variations as required.

7	To negotiate with contractors on claims arising from disputed work.

8	To undertake or arrange condition surveys of sites, buildings, plant and machinery to assess and record condition, analyse defects and recommend remedial action / works.

9	To promptly respond to requests for day-to-day repairs by issuing orders to contractors and ensuring works are completed in an efficient manner with the minimum of delay. 

11	To support the Buildings & Repairs Manager and Building Safety & Compliance Manager in ensuring that all the documentation relevant to the buildings the department is responsible for such as fire safety, asbestos, legionella, gas and electrical compliance and that these records are stored within the department’s electronic building information system.

12	To assist in the management and maintenance of intruder alarms, fire alarms and other security systems.  

13	To participate in the preparation / updating of fire instructions and evacuation procedures, organisation of fire evacuation training, drills and fire alarm testing as required.  To support in ordering and supervising work required from FRAs.

14	To assist in the management of the Building Management System controlling the heating and ventilation system in the Civic Centre and Woodville.

15	To manage service contracts e.g. water treatment, plant and machinery, electrical systems and building elements as directed ensuring that contractors undertake visits when due and that all records are kept up to date.

16	To work with the Buildings & Repairs Manager and Facilities & Contracts Manager to ensure that new / replacement contracts are procured in a timely manner and in accordance with the Council’s procurement rules.

17	To ensure that tasks allocated on the department’s electronic service desk are progressed in a timely manner and that the narrative for each ticket is kept up to date.

18	Ensure that the department’s information stored on the building information system (Uniform) is entered accurately and is kept up to date and complete, liaising with the Facilities and Contracts Manager and the Business Support Officer as necessary.

19	To assist the Buildings and Repairs Manager in the preparation of reports to Management Team / Committee as required.

20	To develop and maintain good working relationships with internal clients and the Council’s commercial tenants and contractors.

21	To challenge current ways of working to improve the efficiency of the service.

22	To ensure knowledge is kept up to date particularly in the area of new materials and techniques.

23	To attend in an emergency, at any time, to assist in the setting up and maintenance of, the emergency control centre and to assist in any emergency as directed by the Emergency Controller.

24	To be available to undertake the supervision of contractors out of normal working hours and respond on an emergency call out basis when required.

25	To be part of the out of hours response team rota for the Civic Centre / Woodville and other buildings as directed.

26	To deputise for the Buildings and Repairs Manager as required.





















Operation of the career grade - The qualification, experience and competence criteria are set out below. The list is not exhaustive and a tailored criteria will be established for the Officer once appointed
	
	
Salary Grade

	
Restrictions

	Career Graded Building Surveyor
	Scale 5

Trainee Buildings & Repairs Surveyor

	· Commencement of HNC
· Past performance against targets (for internal assessments only)
· Assessment of competence against the Job Description & the Career Graded Job Specification
· Through progression with competency assessment by increments each April

	
	Scale 6

Assistant Buildings & Repairs Surveyor
	· Upon completion of HNC and commencement of HND or second year of BSc
· Past performance against targets (for internal assessments only)
· Assessment of competence against the Job Description & the Career Graded Job Specification 
· Through progression with competency assessment by increments each April

	
	SO1 
Buildings & Repairs Surveyor 
	· Upon commencement of final year of BSc Degree
· Past performance against targets (for internal assessments only)
· Assessment of competence against the Job Description & the Career Graded Job Specification 
· Through progression with competency assessment by increments each April

	
	SO2
Buildings & Repairs Surveyor
	· Completion and graduation of the BSc Degree
· Past performance against targets (for internal assessments only)
· Assessment of competence against the Job Description & the Career Graded Job Specification 
· Through progression with competency assessment by increments each April










General

2.1	To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

2.2	To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver its critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

2.3	A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

2.4	The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

2.5	The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation

2.6	The post holder will comply with Statute and Council Policy in all respects.

2.7	An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA.

2.8	An awareness of the Council’s statutory responsibilities in respect of safeguarding of children and vulnerable adults and of the statutory duties in respect of modern slavery and human trafficking.

2.8	A commitment to excellent customer service and the values of the Council.

















Person specification
	Characteristic
	Specification

	
	Essential
	Desirable

	Skills / Abilities
(Specific skills and abilities required to undertake the duties)
	Good communication skills and the ability to prepare clear and concise reports and correspondence.
Ability to work alone and as a member of a team.
	Experience of working to deadlines and meeting targets.


	Knowledge
Particular knowledge which will be necessary to perform the work effectively, (e.g. of specific legislation or regulations)
	Knowledge of building regulations and CDM regulations
	Knowledge of building construction and defects.
Knowledge of building safety and compliance regulation

	Qualification Training 
(Education/vocational qualifications and other training).
	A-Levels or Level 3 qualification would allow entry into the qualification.

	HNC / HND in Construction to allow progression onto the BSc course. 

	Experience 
(Level and type of previous experience).
	Good IT skills, in particular use of Microsoft packages
Experience working within a busy team
Experience dealing with customers / stakeholders

	Building surveying / construction / project management / housing experience
 Experience working for a local authority or public sector

	Qualities 
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team).
	Positive attitude
Self-disciplined
Self-motivated
Good initiative 
Ability to work under pressure
Customer focused.
Good communicator
	Ability to work with minimum supervision.

	Special Conditions 
(e.g. willingness to work unsociable hours or wear a uniform).
	Out of hours working as and when required
Attending & responding to emergencies out of hours
Full driving licence and use of car to carry out duties 
Willingness to undertake study.
Be able to work at height or in confined space.
	






