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JOB DESCRIPTION

Title
                         Property Records Officer
Post Number:           


Department:             Estates 


Service Directorate: Finance 


1. Job Purpose & Objectives

To maintain a comprehensive record of the Council’s freehold and leasehold property including maintenance of the Council Asset Register and Terrier and to provide reports and professional advice.
The role is essential to ensure the efficient, effective and above all accurate management of the Council’s building and land assets. To be a key part of a team that sets and maintains high standards of professionalism and customer service at all times. 
To assist the Council with the setting up of a new land terrier and asset register (Civica).
2. Main Duties & Responsibilities

Updating the Land Terrier and Asset Register with changes to the Council’s land and property holdings. This could relate to acquisition, disposals, leases, right to buys and must be completed as soon as documentation is received and in accordance with both the office and system manuals.
Maintaining indices of all property shown on the Land Terrier, giving detailed information of acquisition powers, restrictions on disposal covenants, deed packet reference numbers etc.
To advise on land ownership which include: the interpretation of legal deeds, covenants, land registering, boundary disputes, and providing other asset information.
To investigate and follow up any anomalies identified in the land terrier or asset register.
The ability to use both GIS and CAD systems to enable the production of scale plans and drawings, including drawings for voluntary first registration.
Advising on and implementing new methods of record keeping and to be responsible for the security of all relevant records.
To regularly monitor and review Appropriation Procedures in liaison with fellow Estates colleagues and Financial Services and Legal Services.
To inspect/measure properties, survey boundaries and prepare plans.
To assist in the development and implementation of a new Terrier and Asset Management System (Technology Forge Cloud). The role will include some SQL/ Oracle database administration, along with setting out data structures, data mapping and manipulation, data migration and user acceptance testing. 

To act in accordance with Health & Safety regulations, legislation and Council policy relating to self and others at all times.
To undertake any other duties appropriate to the grade and scope of the post as required by the Strategic Asset Manager.
3. Supervisory / Managerial responsibility

Not applicable
4. Communication/Contacts

Day to day contact with internal colleagues and people external to BCP Council.
All roles within Estates require staff to be courteous, act in a responsible manner that is appropriate to the circumstances of that communication or contact, and respect confidentiality.
Excellent customer service is vitally important to Estates and staff are expected to display positive communication skills at all times.
5. Career Path linked to this post

Not applicable
6. Additional Information

THIS SECTION IS OPTIONAL (please delete if not appropriate): An opportunity to include any other factors relevant to the role.
A limited amount of manual handling will be required and the post holder will receive training in this area. Under the Disability Discrimination Act, we will make reasonable adjustments within the workplace for any person unable to comply with this part of the role.
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Personal Specification
	
	( as appropriate

	
	Essential
	Desirable

	Qualifications & Training

The qualifications and/or training required to undertake the role.

	1. Qualifications and training courses completed relating to database management, Geographic Information Systems (GIS) mapping e.g. Map Info, and Computer Aided Design (CAD)

2. Qualifications in the field of Estates Management
	
	 (
 (


	Achievement & Experience

The level of experience/achievement required the post holder will have undertaken of the item specified.

	1. Experience of data inputting into a computer system

2. Experience of working in an environment where accuracy and attention to detail is essential

3. Experience of producing scale drawings/ plans, measuring site boundaries and checking against lease plans  
	(
(
                         
	      (
     


	Knowledge

The knowledge and level of understanding the post holder must have of the item specified.

	1. An understanding of databases, preferably Technology Forge and Geographic Information Systems (GIS) e.g. Map Info

2. A working knowledge of local authority and their systems and procedures

3. An understanding of property matters and issues e.g. covenants, leases, encroachments  
	
	(
 (
(

	Skills
The level of skill is required to undertake the item specified.

	1. Excellent communication skills including excellent customer care

2. Excellent IT skills including database management, Microsoft Excel, Word and Outlook 

3. Good literacy and numeracy skills 
	 (
 (
 (
	


	Qualities and Attitude
The qualities and attitude the post holder must demonstrate.

	1. A methodical approach to tasks with a high level of accuracy and attention to detail.

2. Enthusiastic and willing to learn

3. Confident and self motivated
	       (
       (
       (

	


	Other

Any other competencies required to undertake the role.

	1. A full driving license

2. The use of a car or other means of travelling between council-owned sites in the BCP region
	(
       (
	


NB: The aim of the job description is to indicate the general purpose and level of responsibility of the post. Please be aware that duties may vary from time to time without changing their character or general level of responsibility. Duties may be subject to periodic review by the Business Unit Head or nominated representative (in consultation with the postholder) to reflect the changing work composition of the business.





This is an outline job description only and the post holder will be expected to undertake the duties commensurate within the range and grade of the post or any lesser duties as directed by the Head of Business Unit.








