WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION


	POST TITLE:
	Property & Project Manager

	GRADE:
	12

	RESPONSIBLE TO:
	Head of Estates


	RESPONSIBLE FOR:
	Projects Officer

Compliance Officer


	PURPOSE OF POST: 
	To provide professional property management services to the Authority.
To manage, control and coordinate the design and delivery of a range of construction and refurbishment projects. Ensure projects are completed to agreed timescales, quality and set budgets.
Manage internal clients and a wide range of professional and contractor teams.

To ensure compliance with all relevant H&S and Mandatory requirements across the estate. 


MAIN DUTIES AND RESPONSIBILITIES (Property & Facilities)
1. To provide professional property management and landlord services.to the Authority including conceptualisation, scoping, briefing, and specifying new build and major refurbishment projects.

2. To manage and maintain a comprehensive Property Asset Register and Property Asset Management System to ensure accurate and timely information on assets, and the risks and facilities provided at each asset location. 
3. For the purposes of HSE ACOP L8 and HSG274: to be the nominated “Deputy Responsible Person” for ensuring systems are in place to assure the Authority is meeting its legal obligations in managing legionella risk.

4. To ensure timely periodic inspections and condition surveys of all property assets and facilities and to produce and manage a prioritised rolling 5-year programme of works and refurbishments to ensure operational integrity and continued fitness for purpose.
5. To facilitate and manage cost effective continual improvements to the property and facilities portfolio in terms of condition, safety, welfare provisions, accommodation standards and sustainable energy efficiency. 
6. To ensure appropriate and timely risk assessments are undertaken and recorded with regards the fabric and physical attributes of all property assets including but not limited to Fire Safety standards etc.
7. To work closely with the Facilities Manager to ensure projects are efficiently co-ordinated and that facilities provided and maintained are consistent with overarching property asset management requirements.
8. To manage relevant Capital budgets and monitor Revenue budgets (and sources of income as applicable) in liaison with the Facilities Manager and Finance Manager.
MAIN DUTIES AND RESPONSIBILITIES (Property)
1. Develop and manage a number of construction and refurbishment projects concurrently. Work to agreed project management principals to facilitate effective project definition, design, and implementation. Establish systems for embedding the ongoing building maintenance regimes in the property department to all project work.

2. Effectively manage the delivery of projects using NEC/JCT forms of contracts and oversee a range of multi discipline consultant and contract teams from project inception to completion, including onsite delivery.
3. To liaise, direct and influence clients and Senior Leadership Teams to scope and inform projects in line with the authorities and departments estate strategy and priorities. Improve practices and drive efficiencies resulting in a consistent building standard across the estate.

4. Provide professional advice in matters relating to construction project management to the Head of Estates and Board Members, develop, monitor, and maintain robust and coherent project plans, financial management of projects, risk registers and milestone plans of projects ranging from £50K to £4m.
5. To conceptualise, produce business cases, project briefs and specifications along with options appraisals and cost assessments for property projects, provide written recommendations to present to the Head of Estates and Management Board for approval.

6. In liaison with the Procurement Manager to evaluate tender submissions and award contracts for new build and major refurbishment programmes. Adhering to public procurement regulations to ensure value for money and fair competition of all elements of a project.
7. Lead, motivate and manage the performance of external contract teams, internal teams and client leads working as part of the projects. Provide clear direction and support to achieve continuous improvement.
8. Monitor the progress of approved projects, raising project exception reports when required and be able to identify issues and risk for escalation with considered recommendations for mitigation. Report monthly to the project sponsor and key stakeholders to ensure they are kept informed of progress of projects in terms of time, cost, and quality.
9. To be responsible for financial certification procedures for major works and services in accordance with the Authority’s’ procurement and financial regulations and contractual obligations.
10. To manage Shared Use Agreements, Business Rate Reviews & Appeals, Insurance matters, Property Valuations and Wayleave Agreements and Income Generating matters.
11. To prepare and submit Local Authority planning applications and to manage building control inspections / approvals as necessary or to ensure these matters are addressed by appointed consultants in the case for major works projects.
12. To ensure Health & Safety standards; performing the client responsibilities under the Construction, Design and Management Regulations (CDM) as appropriate; and for ensuring compliance by contractors and suppliers with Health & Safety, Environmental and Industry Good Practice requirements.
13. To engage in collaboration and joint working with other public bodies and emergency services as agreed with the Head of Estates.
14. To comply with and promote the Authority’s:
a) Health & Safety and Environmental Policies

b) Equality and Diversity Policies

c) Information Security Management System Policies

d) Safeguarding Policies

e) Business Continuity Policy and Contingency arrangements
15. To represent the Head of Estates and to provide operational cover for the Facilities Manager during periods of absence or as and when required.
16. To carry out any other reasonable duties required by the Head of Estates.
PERSON SPECIFICATION
	 
	Experience
	Essential/ Desirable
	Source

	1 
	Substantial & successful track record in Property and Project Manager role within an environment of comparable scale and complexity.
	Essential
	Portfolio & Interview

	2
	Proven experience of managing construction projects up to a value of £4m,
	Essential
	Portfolio & Interview

	3
	Successful track record of performance management, delivering challenging targets and achieving results
	Essential
	Portfolio & Interview

	4
	Staff management, supervision, recruitment, and selection.


	Essential
	Portfolio & Interview

	5
	Preparation and management of Capital & Revenue budgets.
	Essential
	Portfolio & Interview


 

	 
	Education and Training
	Essential/ Desirable
	Source

	6
	Relevant degree or equivalent experience in the property /construction industry.
	Essential
	

	7
	Membership of relevant professional body e.g. Royal Institution of Chartered Surveyors (RICS) in Building Surveying, Chartered Institution of Building Services Engineers (CIBSE), Chartered Institute of Building (CIOB).
	Desirable
	Portfolio & Interview

	8
	Prince 2 Practitioner Qualified of Equivalent.

	Essential
	Portfolio & Interview

	9
	Knowledge and thorough understanding of relevant aspects of Health & Safety legislation (e.g. Buildings, Fire, Disability, Asbestos etc) and related implications.

	Essential
	Portfolio & Interview

	10
	Knowledge of and experienced in managing environmental, energy conservation and sustainability matters.

	Essential
	Portfolio & Interview

	11
	Working knowledge and experienced in relevant forms of contract; typically, JCT and NEC

	Essential
	Portfolio & Interview



 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	11
	Experience in using Auto CAD packages
	Desirable
	Portfolio & Interview

	12
	Good interpersonal and communication skills

	Essential
	Portfolio & Interview

	13
	Motivational - with the ability to listen, communicate effectively and to manage change.

	Essential
	Portfolio & Interview

	14
	Confident – with well-developed management skills.

	Essential
	Portfolio & Interview

	15
	Results orientated with the ability to resolve complex property management issues and apply innovative and sound management techniques to problem solving.
	Essential
	Portfolio & Interview

	16
	Ability and initiative to prioritise and manage own workload and that of others in the team.
	Essential
	Portfolio & Interview

	17
	Understanding of building designs, construction technology, deterioration and causes, appropriate repair methods. Along with an ability to understand and interpret technical and design specifications into tender documentation and oversee implementation.
	Essential
	Portfolio & Interview

	18
	Understanding or property legislation, the building industry and building market.
	Essential
	Portfolio & Interview

	19
	Understanding with good ability to use IT systems including Microsoft packages and MS project.

	Essential
	Portfolio & Interview

	20
	General agility and ability to access high levels or confined spaces for inspections.
	Essential
	Portfolio & Interview

	20
	Possess and maintain a current driving licence.

	Essential
	Portfolio & Interview


Annual Appraisal Objectives:

To ensure the Property Asset Register and the Property Asset Management System are fully populated with accurate information; ensuring records are updated within 1 month of any changes taking effect. 
To develop, monitor and maintain robust and coherent project plans, financial management of projects, risk registers and milestone plans.
To ensure the 5-year condition survey and compliance assessments are completed in Qtr. 2 of 2021/22 and the results used to produce a prioritised 5-year repairs and renewal programme, along with approved budgets.
To commission the award of contracts for the new build programme for Huddersfield, and Halifax Fire Stations (Keighley has already been awarded and Cleckheaton is wrapped up in the HQ’s programme).
To demonstrate compliance with all relevant H&S and Mandatory requirements across all properties and facilities by the end of Mar 2022. To be verified by 3rd party audit.
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