JOB DESCRIPTION FORM

	JOB TITLE:
	Property Support Officer


	DATE COMPILED / AMENDED:
	November 2021


	GROUP:
	Finance – Property Services


	COMPLIED BY:
	SB


	Job No:
	PSO



JOB OUTLINE

Purpose
To assist in the provision of a comprehensive and efficient service of management of the property and land and to support a programme of service improvement to meet best value and quality expectations.

Duties
1. To be responsible for the inputting and maintaining of the Council’s property records via the MapInfo system including all ownership records, rights of way and other easements. To be responsible for the carrying out of searches via the Land Registry to establish ownerships of land and property. To be responsible for the creation of lease plans and other plans for legal documentation and other purposes.
2. To be responsible for the inputting and maintenance of the Council’s property records via the Governments ePIMs system.

3. Maintenance and updating of the Council’s property web pages, vacant property register and other similar systems.

4. Carry out property viewings with prospective tenants 
5. Arrange repairs and maintenance works liaising with contractors to secure the best price in accordance with the Council’s contract standing orders
6. Arrange for the removal of fly-tips etc 

7. Raise of purchase orders, invoices and other general administrative duties across the whole team.

8. Performing quality assurance checks on all property data and mapping systems

9. Dealing with business and public enquiries including customer complaints both in the office and on site
10. Liaise with utility suppliers and council tax services and business rate on changes of tenancies
11. Liaise with the internal and external managing agents regarding the property portfolios for both the Council and its wholly own subsidiary company Badger BC Investments 
12. To manage and deal with queries regarding Council land ownership from the general public and all other council services, to be responsible for liaison with B3 Living over amenity land and footpaths retained following the housing transfer
13. To administer and carry out inspections, site area calculations, interpretation of title deeds and other legal documents in respect of rights of way requests, licences to cultivate and other such matters

14. With, or as directed carry out valuations of small sites for disposal as amenity land, garden space etc and to negotiate the sale and all heads of terms on behalf of the Council 
15. To liaise as required with other council depts. (Planning and Legal) and also other outside agencies
16. Other minor estate management tasks as directed

17. The postholder will also work closely with the Council’s Digital Transformation team to continue to improve the quality of life for local communities and put local people at the heart of everything the Council does, continually driving forward customer service improvements throughout the Council.   

18. To undertake any other related duties and responsibilities as they arise.
RESPONSIBILITY AND AUTHORITY
	Staff
	Nil



	Financial
	For the financial integrity of own work



	Equipment
	Normal office and IT equipment



	Other
	To provide a helpful service to the public and promote and enhance customer care



RELATIONSHIPS

	Accountable to:
	Property Support Supervisor


	Contacts with other people:

	

	a)
	Own Department
	Director, Head of Service and colleagues at all levels



	b)
	Elsewhere within the

Council


	All departments at various levels

	c)
	Outside the Council
	Public, Business customers i.e. tenants, agents, contractors etc



PHYSICAL CONDITIONS
	Location:
	Bishops College, Cheshunt or any such other suitable location in the borough

 

	Exertion:
	Minimal - for a post of this nature



	Accident/Health Risks:
	Use of office equipment.  On site inspections of land and buildings (but not of a dangerous nature) which require training and care.



ECONOMIC

	Grade:
	E 37


	Hours:
	37 per week


	Car Allowance
	Casual user at standard rate per mile


EMPLOYMENT CHECKS REQUIRED FOR THIS POST 

The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.

EMPLOYMENT OF EX-OFFENDERS

The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

EQUAL OPPORTUNITIES 

All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

SAFEGUARDING CHILDREN AND VULNERABLE ADULTS

All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations
