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Job Description
Asset Management Officer
Status
Appointed in the salary range, depending on candidate appointed: £32,909 to £41,496
Contract: Full Time and permanent (other options will be considered)  

Manager: Town Clerk 

Base: Hamilton House or other Lowestoft Town Council offices 
Working Environment: Mixed with a focus on work outdoors and at various Council sites
Hours: 37 hours paid work per week, with flexible working where required (including to cover emergency calls, some evenings and weekends)

Qualifications and experience:  Minimum NEBOSH National General Certification in Occupational Health and Safety (or equivalent or higher). Health and Safety, Civil Engineering, Facilities Management or similar degree level qualification desirable.  Considerable related experience and evidenced skills required.
Role 

The Asset Management Officer is appointed as the flexible front-line manager, supporting guardianship and hands-on care and development of the Council’s extensive range of assets, as well as supporting delivery of services and events. Importantly, they will manage the modernisation programme required to help the Council deliver sustainable and environmentally positive assets.
Responsibilities 

Compliance and Security
To ensure Health and Safety at Work Act etc., and other statutory compliance including in relation to relevant people, land, buildings, leases, projects and events, with specialist advice where needed.
To secure appropriate and effective risk management and insurance. 
To ensure incidents are appropriately investigated and actioned in line with policies and in conjunction with insurers, health and safety or other specialist advisors and other staff, as required. 

To take responsibility for own health and safety and that of councillors, the public, other staff and other relevant parties, and, as appropriate, to take action or cooperate or report related matters to the Town Clerk and other relevant persons. 

To ensure that the Council’s assets remain in the intended and appropriate use among other things through anti-vandalism and anti-incursion measures and supporting any enforcement action such as through service of eviction notices (not lone working), working with the police and other agencies, and supporting court processes if required.

People and Resources

To help ensure appropriate resources, equipment, software and systems are in place for management of the Council’s assets.  
To manage, inform and report on related budgets and accounts.

To manage, recruit, performance manage and train staff as required for asset management.

To ensure that their team are managed effectively with due concern for the opportunities for their development, health and safety, and outcomes for the Council. 

To secure and monitor contracts and contractors as required for asset management, including specialist contractors for health and safety and sports facilities.

To work with and monitor performance of the Council’s contractors and advisers.

To assist with the development of a robust framework, ongoing practical implementation and good relations with friends of and other voluntary groups arrangements for the Council’s portfolio.

To support educational and community-based activities, where required. 

To help optimise community and staff safety and building and grounds security.  

To attend training courses and undertake other personal development relevant to this role and, as required, for wider support to the organisation. 

Building and land management

To ensure the Council’s assets are of the required standard of repair and maintenance through appropriate Planned Preventative Maintenance (PPM) and Reactive Maintenance (RM). 

To deliver any agreed capital programme and wider asset management needs of the Council. 
To secure suitable condition and specialist surveys, contractors (including for specialist/professional, routine maintenance and inspection/audit services, to support Health and Safety management, the capital programme, the PPM and RM, and the development of related designs, budgets and work schedules. 

To ensure that the Council’s assets are available and suitable for use by the public, staff, councillors and others as required, including through suitable caretaking and cleanliness.  This includes caretaking support at the Council’s offices and other buildings, including to support set up/close down of meetings and events out of hours.   

To ensure that the Council has a visible presence on the ground and acts as the eyes and ears of the Council to help protect the Council’s buildings and land and identify any maintenance, safety, anti-social behaviour and environmental problems, including through:

· Inspecting the Council’s assets, including its buildings and grounds

· Interacting with the public.

· Reporting activities to other authorities, as appropriate.

To perform suitable practical tasks in relation to building and grounds management.

To manage leases obligations, landlord/tenant relations and rent reviews.

To support set up/close down and safe and smooth-running of events and markets on public land. 

To help create plans for development and management of our assets and land.  This is a key area of work at the point of recruiting as this postholder will support changes to the grounds maintenance contract arrangements. However, with a large portfolio, an ongoing area of work will be contract and asset management at a strategic level and in relation to specific assets and land. 
Administration and Procurement
To ensure suitable records are maintained to support statutory compliance, asset management, analysis and reporting. 

To maintain safekeeping of safety certificates, deeds and other important documents.  
To lead the procurement, design and development of capital projects and any related planning or other regulatory aspects, in line with any Council programme and priorities.
To manage ordering and supplies for parts and materials needed, including for delivery of asset maintenance, repair and development. 

To support appropriate acquisition and disposal of assets. 

To ensure appropriate identification, cataloguing, storage and audit of the Council’s assets and equipment. 

To ensure effective support is given to the Assets Inclusion and Development Committee (or any successor) such as productive agendas, relevant reports, and budgetary information and decisions.  To support other Committees and Full Council as necessary for asset management and the development of relevant policies.  

To provide reports to the Clerk on work being undertaken, planned or considered, as required.

To assist with the achievement of any external accreditations in relation to quality standards including those relating to Health and Safety.  

Environment and Ecology
To actively contribute to the Council’s efforts to address the climate emergency in relation to its work, services and asset management.
To modernise the Council’s processes and resources to ensure their sustainability and environmentally positive credentials.  This includes upgrading buildings, and building and land management.

To ensure asset-related contracts sufficiently account for sustainability, full life-cycle thinking, and environmental factors.
To initiate and implement waste and resource management improvements (including effective energy, water and resource management solutions). 

To work with the Council’s grounds contractors, friends of groups and others to perform some gardening, grounds and any other work which supports the Council’s ambitions for good care of its land, especially as part of its response to its climate emergency declaration and commitment to improve ecosystems on its land. 
To assist with the preparation, implementation and delivery of the Council’s emergency and business continuity plans.

Other responsibilities 

To conduct any other tasks and projects, as required and as commensurate with this post, to help ensure the smooth-running of the Council. 

Person Specification
Asset Management Officer
Applied experience of asset management and an understanding of the local authority context.

Proven leadership and management skills, particularly in relation to managing maintenance and contractor operations.
Good knowledge and experience of relevant health and safety and compliance.

Relevant qualifications for this post.  

Good verbal and written communication skills.
Sound project management skills.
Good relationship management skills.
Ability to work well to target, deadlines and budgets.
Proven competence in efficient resource management and good procurement practices, including ability to conduct tender processes and manage the supply chain for works.
Ability to understand complex mechanical, electrical and electronic systems.
Experienced with data management and software solutions for projects, construction and inspections and similar.
Able to successfully negotiate and manage contracts.

A commitment to the environment and ability to implement an appropriate modernisation regime.

Able to work to a high level of autonomy and proactivity.
Exemplary risk management skills and experience including in relation to higher risk activities such as working at heights. 

Understanding of leases and landlord/tenant arrangements.
Sufficiently physically fit to undertake the duties of this post.
Ability to carry a work phone and cover emergency work out of hours where required.

Ability to work flexible hours, including evenings (and occasional days at the weekend) when required, including for meetings and events.

Credibility required for representing a public authority.

Appropriate clothing for representing a public authority and preparedness to wear provided uniform and use any equipment provided. 

Warm, outgoing and professional personality.

Good communication skills.

Experience working with the public and able to undertake a role which can positively support the public perception of safety on Council land.
Excellent office and communication etiquette and ability to work well within a team.

A track-record of being able to turn their hand to repair work and other practical and outdoor tasks.
Proficient office administration and IT skills (Excel, analytical and asset management software is an advantage).

A strong work ethic and an ability to work well under pressure.

A self-starter who works well within a team.

Prepared and able to work effectively on their own.

Commitment to maintaining confidentiality and acting with discretion and sensitivity when required.

Ability to interact effectively, respectfully and productively with persons of all backgrounds.

Holds or has the ability and willingness to train to obtain a First Aid certificate.

Experience of public service and an ability to adopt a public service ethos.

An unblemished financial background and prepared to undergo a credit check.

Without unspent criminal convictions and prepared to undergo a basic disclosure check. 

Must have a valid driving licence and own vehicle and willingness to drive a company vehicle or bicycle as required. 

