

DARLINGTON BOROUGH COUNCIL

   ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES

JOB DESCRIPTION
	POST TITLE :  


	Building Services Surveyor


	PAY BAND :


	Band 11

	JOB EVALUATION NO.


	B843 

	REPORTING RELATIONSHIP


	This post reports to the Building Surveying Manager 


	JOB PURPOSE :


	To provide a comprehensive surveying, specification and estimating function within Building Services. To procure and manage contracts. 


	POST NO.


	POS000655     

	PDR COMPETENCY FRAMEWORK
	Level 1, Expected Competencies for all employees


MAIN DUTIES/RESPONSIBILITIES

1. The post holder shall perform the following functions with regard to quantity surveying matters: preparation of bills quantities, design specifications, valuations on contracts and measurement of works on site. In addition, preparation of claims contracts, schedules of rates, small estimates etc. for various clients.


2. Be required to process documentation/information to aid various sections to perform their works efficiently within QA procedures, cost/value reconciliations of contracts and small works etc. to aid financial controller in production of accounts.


3. Carry out sub-contractor evaluations post contract, originating sub-contract enquiries, raising of orders and controlling sub-contract accounts.


4. Negotiation, preparation and agreement of final accounts for and with various clients and record spend against programme performances.


5. Lead on the procurement of contracts for projects with the support of the Procurement Team and Surveying Team Leader. This will include the preparation of tender documents, the identification of the most suitable tendering process and the evaluation of tender submissions in accordance with the Council’s policies and procedures, and in line with good practice.


6. Manage the day to day relationship with contractors for your projects/contracts, including regular contract meetings, pre-start meetings, on-site inspections, post inspections, maintaining records against which payment can be made, ensuring all relevant information is collected for DBC Safeguarding requirements, preparation of the Health and Safety file and the team’s asset management database.


7. Estimating – preparation of tenders, negotiations of contract sums and general estimating in the following areas:- 

· New build contracts including new housing 

· Maintenance works within the scope of the Building Maintenance Team Contract 

· Re-chargeable works 

· Small works as required by other departments 

· Partnering contracts 

· Lead on the procurement of contracts 


8. In respect of Housing Capital and Revenue Works ensure that proper communication is provided to all customers affected by the works, utilising the Customer Liaison Officer services where appropriate and provide regular progress reports for Building Services and Housing colleagues. 


9. Ensure that the quality of workmanship and customer care are maintained and monitored, and contractor performance is managed in a professional manner, encouraging a partnership approach to contract management and service delivery.


10. Provide technical advice to other Housing and Building Services staff where required.


11. Make presentations to meetings as required. Communicating effectively with residents’ groups, councillors, customers and colleagues, (attend evening meetings where necessary) and hold and chair progress meetings with contractors.


12. Ensure that the Council holds up to date information on tenants, ensuring relevant information is collected during any contact with tenants.


13. Undertake training as necessary to meet the duties and responsibilities of the post. 

14. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these. 


15. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.


16. Carry out your role in line with the Council’s Equality agenda.


17. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.


18. Any other duties of a similar nature related to this post that may be required from time-to-time.
19. Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

Date: October 2019 
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DARLINGTON BOROUGH COUNCIL
PERSON SPECIFICATION
ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES

BUILDING SERVICES SURVEYOR 
POST NO. POS000655
All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1
	HND in Building Studies or equivalent
	E
	

	2
	Degree in Construction related subject.
	
	D

	3
	Associate membership of professional organisation related to building i.e. RICS/CIOB
	
	D

	
	Experience & Knowledge
	
	

	4
	A sound knowledge of construction and Building Surveying techniques and practices.
	E
	

	5
	Approximately 5 years’ experience in the construction industry (construction/maintenance environment).
	E
	

	6
	Broad knowledge of housing repair and maintenance, including all relevant new builds.
	E
	

	7
	Managing budgets and sound knowledge of contract documentation and preparation. 
	E
	

	8
	Experience in project management from inception to final account. 
	E
	

	9
	Awareness of health and safety issues, including CDM regulations, roles and responsibilities of duty holders.
	E
	

	10
	Approximately 5 years’ experience of procurement methods and partnering processes.
	E
	

	11
	Experience of working in a contracting setting.
	E
	

	12
	Understanding of computer systems and competency in Office Applications e.g. Word/Excel/Access.
	E
	

	13
	Knowledge and understanding of the principles of procurement, contracting, and monitoring.
	E
	

	14
	Experience of interpreting legislation, policy or procedures to give recommendations and advice
	E
	

	15
	Experience of Local Authority processes.
	
	D

	
	Skills
	
	

	16
	Effective communication skills, both verbal and written, together with the ability to use appropriate styles and arguments to influence and negotiate satisfactory outcomes.
	E
	

	17
	Ability to deal confidently with members of the public, colleagues, Members and external organisations.
	E
	

	18
	Ability to work to broad policy guidelines and to use discretion and act on own initiative as required.
	E
	

	19
	Ability to demonstrate attention to detail and maintain accurate records.
	E
	

	20
	To be able to present information in a logical and systematic manner.
	E
	

	21
	Ability to interpret figures with skill and understanding.
	E
	

	22
	Ability to scope capital schemes.
	E
	

	
	Personal Attributes
	
	

	23
	The ability to work as an effective member of a team
	E
	

	24
	Ability to develop and sustain strong working relationships with colleagues and contractors.
	E
	

	
	Special Requirements
	
	

	25
	The ability to communicate at ease with customers and provide advice in accurate spoken English
	E
	

	26
	Access to reliable transport to carry out the travel requirements of the post.
	E
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