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Job Description
	For HRU use only
	Ref: 3616


	Directorate
	Environment, Housing & Leisure

	Section/Location
	North Tyneside Homes / Quality Homes for Older People Team

	Post Title
	Assistant Quantity Surveyor 

	Permanent/Temp
	Permanent

	Grade
	8

	Responsible to
	Senior Quantity Surveyor

	Responsible for
	Assisting on all QS services from conception to final account

	Job Purpose

	In the vital stages of the project up to financial closure and sign off with a preferred partner this role will act predominantly as an Assistant Quantity Surveyor within the Quality Homes for Older People Team. 

The post holder will be responsible for supporting the Senior Quantity Surveyor and will assist in carrying out full range Quantity Surveying duties from pre-contract to post contract payments and final accounting. 

The post-holder will assist in ensuring that policies and procedures are consistently applied and relevant advice and guidance is supplied to staff, contractors and tenants.

The post holder will assist in agreeing all financial payments with contractors in conjunction with other managers and ensure contractors complete works to suitable specifications.

Assist in the production of commercial reports.



	Job Content

	1) Ensure that all contractors work to NTH policies and procedures and provide advice, guidance and support to ensure consistent standards of service are maintained.  

2) Be required to have a sound working knowledge of construction and any legislation, regulation, guidance and the Council’s policies and procedures pertaining to it. In particular the post-holder will have a sound knowledge of;

(i) Building Regulations

(ii) Planning Regulations

(iii) European Standards applicable to buildings

(iv) NEC form of contract
(v) Cost Management and Estimating methodology
3) Assist in providing estimated costs for proposed schemes and future programmes of work by determining methods of preparing estimates according to information and time available, selecting appropriate sources of cost information, completing and checking estimates and negotiation with partner contractors.

4) Assist the Senior Quantity Surveyor deciding upon appropriate form of contract and type of tender pricing document according to nature of the project, information and time available to achieve the most effective method of obtaining valid and competitive tenders.

5) Assist in the forming contractual documentation for NEC form of contract for working with partners and decide upon appropriate form of contract and type of tender pricing document (Bills of quantities/specification with quantities/Short specification/Lump sum/Partnering) for other works according to nature of the project, information and time available to achieve the most effective method of obtaining valid and competitive tenders.

6) Assist in the examination of price submissions, checking for completeness, legal, contractual and mathematical correctness, pricing acceptability and resolving any problems with Contractors and appointed representative staff; recommend for acceptance or otherwise.

7) Assist in establishing procedures for interim valuations, executing valuations on site of work done including sub-contractors interests and materials on site values, determining payment value due, issuing payment certificates ensuring compliance with the Councils Financial regulations.

8) Assist in compilation of Final Accounts by ensuring that all adjustments to the contract have been properly made in accordance with the legal contract and variations.  Assist in agreeing all accounts with contractor and sub-contractors and any appointed specialist consultants.

9) Assist in examining contractor’s claims for additional expense or loss incurred during contract; ascertaining such loss or expense by checking validity of claim and financial effect.  

10) Assist in preparing and reviewing contract documentation, contract costs, awarding works and operate within the financial constraints that are applicable.

11) Develop a sound working relationship with the Partnering Contractors and shall ensure that any emerging problems or issues are identified to the Senior Quantity Surveyor or resolved.

12) Assist in monitoring of all work, ensuring variations, statement of effective possessions and making good certificates are recorded and effectively processed. Ensure that all claims and payments are correct and appropriate, ensuring budgets are adhered to.

13) Shall assist in Analysing of payment claims and to bring to the attention of the Senior Quantity Surveyor any concerns regarding the accuracy of the claim or inappropriate working practices etc. Maintain accurate records in relation to any contractual documents and payments produced.  

.



	14) Administration of Change Procedure as required.

15) Assist in the production and development of future project plans on an annual basis.

16) Is required to be competent in the daily use of computers, manual inputting of works orders or requests and analysing data. The following while not exhaustive is a list of the systems currently in use (these will be changed from time to time):

i. MSOFFICE Suite of packages

ii. Housing management systems

iii. Housing repairs system

iv. Asset management system

v. Photographic packages

Is responsible for the safe care of all equipment including survey equipment computers, mobile phones, damp meters, etc.
17) Shall adhere to all health and safety Acts and current legislation. These shall include Building Regulations, Planning Regulations, Gas and Electricity Regulations, NTC SHEMS documentation and procedures, Working at height, manual handling, asbestos management regulations, COSHH, etc (list is not exhaustive)  

18) Attend meetings as requested by the Senior Quantity Surveyor or other managers, these will include pre-start meetings, progress meetings and public exhibitions as required. 

19) Ensure services comply with relevant equality and diversity policies, procurement policies and environmental policies.

20) May be required from time to time to work outside of normal office hours

21) Any other duties as requested by assigned manger commensurate to the grading of the post.



	Performance standards

	To be monitored via performance development reviews to ensure satisfactory progress and identify opportunities for future development.



	Working conditions

	Flexible working in our office or on site environment.




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Understanding of refurbishment and modernisation of both social housing dwellings and non housing works

Understanding of construction and commercial and procurement markets across the industry

Ability to manage themselves effectively and agree clear objectives.

Practical experience of cost management and monitoring across a range of construction projects 

Ability to use relevant knowledge in order to develop solutions or deal with issues 

Ability to follow Human Resource policy and guidance


	Ability to think about and analyse financial and other complex issues.

Ability to work across boundaries.

Knowledge and understanding of a range of construction contracts and contracting arrangements


	

	Qualifications and Training
	Qualified to a post graduate level in a subject directly relevant to the role, or degree level, or able to demonstrate appropriate experience.


	
	

	Experience
	Experience of budget management

Experience of managing change

Able to demonstrate a track record of achievement
	Able to demonstrate a experience of successfully developing and maintaining effective partnership working both internally and externally.


	

	Special Requirements
	Must be able to travel across the borough and support the commercial team in representing the Authority appropriately.
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