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	Job Title
	Assistant Surveyor

	Faculty/ Department
	Estates and Facilities 
	Legal Entity
	Operate Surrey Limited
	Job Family 
	Professional Services 
	Job Level 
	4

	Reports To
	Head of Surveying and Planning 
	Line Manages (role title(s))
	NA

	Job Statement 

The Surveying and Planning team are the University strategic lead for the planning and management of all University and subsidiary companies’ associated property, landlord, tenant and town planning matters and all estate related legal matters. The post holder will be part of this expanding remit working with the Head to take responsibility for various strategic projects and day to day responsibility for selected Tenant relationships across the Campuses. To be part of a team that works with internal and external stakeholders and partners and to help new developments progress rapidly and to contribute to long term strategic development of the estate. The post holder will advise senior colleagues and committees where attendance may be required.


	
Key Responsibilities This is not designed to be a list of all tasks undertaken but the main responsibilities (5 to 8 maximum) 

	1. Lead on allocated property and landlord & tenant matters, providing professional advice and support on strategically important developmental and operational matters of specific projects.

2. Engage with third parties and negotiate legal property arrangements including the preparation of heads of terms together with leases and licences. Prepare the legal agreement either personally, or by commissioning solicitors and facilitate engrossment for signature by both landlord and tenant.

3. Maintenance of an auditable register of title documents of property owned by the University by way of the Property Terrier and give advice on title matters including boundary responsibilities.

4. Act as ‘Landlord’s Agent’ (and ‘Tenant’s Agent’ where applicable) and to be accountable for annual maintenance and services for all commercially let and establish and maintain close liaison with all tenants to ensure both landlord and tenant compliance with the terms of the lease in such matters.

5. Liaise with internal and external stakeholders and agencies including the Director of Surrey Research Park, University Tax Adviser, Insurance Manager, statutory undertakers, the Local Authority Rating Officer and the District Valuer.

Town Planning Responsibilities

6. Advise on town planning matters. Liaise with the University retained town planning and traffic consultants in provision of comprehensive support to the University on strategic and tactical planning matters.

7. Coordinate the management of University planning applications at all stages including pre-application, submission, post application and all associated planning permission conditions/S106 agreements and obligations.

8. Assist with University town planning matters in regard to liaison with Guildford Borough Council and Surrey County Council and other external agencies (e.g. National Highways), stakeholders and local interest groups.

N.B. The above list is not exhaustive.

	Role Scope and Impact This is a summary of the post holder’s role in delivering outcomes, making decisions, and the complexity of problem-solving involved in the role.

	
1. Accountability: Describe level of autonomy and decision making
· The post holder is responsible for managing a portfolio of allocated property, landlord and tenant, and town planning matters, exercising professional judgement to progress work within established policies, procedures and professional standards. Working under the guidance of the Head of Surveying and Planning, the post holder has discretion to prioritise workloads, manage day-to-day stakeholder relationships, negotiate routine property matters, and recommend appropriate courses of action. More complex, high-value, strategic or potentially contentious issues are escalated for review and approval. The post holder is accountable for ensuring the accuracy of property records, maintaining compliance with relevant legislative and regulatory requirements, delivering projects and activities within agreed timescales and budgets, and contributing reliable management information to support operational and strategic decision making.
2. Problem Solving: Describe complexity and nature of problems handled
· The post holder will apply analytical, interpretative and constructive thinking as well as a high degree of personal initiative in order to make appropriate and timely decisions that meet short, medium and long term business needs now and in the future. In complex circumstances, they are expected to refer to their own experience and expertise seeking guidance from other where appropriate.
· Specific objectives are stated but the post holder in conjunction with the Head determines “what to do” – establishes the plan, determines the priorities and prescribes the process needed to achieve the objective.


	Supplementary Information 
· It is essential that the post holder is able to operate with and have the confidence of the senior management of the University.
· Demonstrate a high degree of leadership skill and judgement and relationship management skills.

	Person Specification This section describes the knowledge, experience & competence required by the post holder that is necessary for standard acceptable performance in carrying out this role.

	Qualifications and Professional Memberships
	

	Degree, HND, NVQ 4 Qualified or equivalent in relevant subject / relevant formal training, plus a number of years’ experience in similar or related roles.
Or
Significant vocational experience , demonstrating development through involvement in a series of progressively more demanding relevant work/roles, and the acquisition of appropriate professional or specialist knowledge
	E

	


Technical Competencies (Experience and Knowledge) This section contains the level of competency required to carry out the role (please refer to the Competency Framework for clarification where needed and the Job Matching Guidance). 
Level 1: basic level of understanding/experience and can apply it with guidance.
Level 2: good level of understanding/experience and can apply it with little or no guidance.
Level 3: expert level of understanding/experience and can apply, develop it and guide others.
	Essential/
Desirable
	Level
1-3


	Experience of strategic planning using initiative and judgement without reference to others
	E
	2

	Financial experience relevant to the management of commercial property
	E
	2

	Experience of complex town planning matters and the development of property within a large and varied property portfolio.
	E
	2

	Experience of managing consultants in place to provide professional resource and expertise on complex property and town planning matters
	E
	2

	Well-developed knowledge of systems/services (Property and Land Terrier) for own area
	E
	2

	Experience with dealing with multi-faceted landlords, tenants and external stakeholders relating to property and town planning matters.
	E
	2

	Experience of the Higher Education or Public Service Sectors
	D
	n/a

	Special Requirements This may include a Disclosure and Barring Service (DBS) check, regular overseas travel, driving licence, shift work.  
	Essential/
Desirable

	Flexibility to work outside normal office hours
	E

	Core Competencies This section contains the level of competency required to carry out this role.  (Please refer to the competency framework for clarification where needed). n/a (not applicable) should be placed, where the competency is not a requirement of the grade.
	Level
1-3

	Communication
Adaptability and Flexibility
Customer, Client service and support
Planning and Organising
Continuous Improvement
Problem Solving and Decision Making Skills
Managing and Developing Performance
Creative and Analytical Thinking
Influencing, Persuasion and Negotiation Skills
Strategic Thinking and Leadership
	3
3
3
3
3
2
na
2
3
1

	This Job Purpose outlines the core activities of the role. As the Department/Faculty and the post holder evolve, the duties and focus of the role may change. The University expects the post holder to adopt a flexible approach to work, including undertaking relevant training when necessary. If significant changes to the Job Purpose are required, the post holder will be consulted, and the changes will be reflected in a revised Job Purpose.
All staff are expected to:
· Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the University of Surrey Equal Opportunities Policy.
· Work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Follow University/departmental policies and working practices in ensuring that no breaches of information security result from their actions.
· Contribute towards broader university initiatives that have a positive impact on student experience, recruitment and campus operations. This may include participation in cross-functional activities such as open days, confirmation and clearing, welcome week, graduation. 
· Ensure they are aware of and abide by all relevant University Regulations and Policies relevant to the role.
· Undertake such other duties within the scope of the post as may be requested by your Manager.
· Work supportively with colleagues, operating in a collegiate manner at all times.
[bookmark: _Hlk202954986]Help maintain a safe working environment by:
· All staff have a statutory responsibility to take reasonable care of themselves and others and to prevent harm by their acts or omissions. All staff are, therefore, required to adhere to the University’s Our Safety Policy Statement and associated Procedures. 


	Organisational/Departmental Information & Key Relationships

	Background Information 
Estates & Facilities is responsible for the planning, development and maintenance of the University Estate and provide Support Services to all faculties and departments in the University. The Estate is a key element of the marketability of the University. E&F are responsible for the first impression of the organisation and managing the internal environment to ensure that staff, students and visitors have a positive experience.

The primary role of the department is to ensure that the University's Estate supports business, academic, teaching and research plans and initiatives, fulfilling the University's vision and strategic plans.

Success in this role is heavily dependent on building successful and strong relationships, both within the   University, as well as the wider business and FM community. The post holder is expected to build credible and productive relationships with a range of internal and external stakeholders and to ensure the development and preservation of strong and effective links with other HE institutions and key professional bodies.

	Department Structure Chart 




Estates Business Ops Manager 


Head of Surveying and Planning 


Assistant Surveyor 


Head of Sustainability 


Director of Estates and Facilities


Head of Maintenance


Head of Estates Operations 


Head of Facilities Manageement
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