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WEST & NORTH YORKSHIRE CHAMBER OF COMMERCE
JOB DESCRIPTION

	Job Title:
	Head of Property

	
	

	Position in Organisation
	Based at:  Commerce Court, with travel to other WNY Chamber offices as and when required.
Reporting to:  Chief Executive
Supervisory responsibilities: 
1 Property Manager, 1 Co-ordinator, 2 Receptionists, 1 part-time property maintenance technician

	
	

	Responsible for:


	(Note: In addition to these functions employees are required to carry out such other duties as may reasonably be required
Overall responsibility for the performance of the property portfolio owned or managed by West & North Yorkshire Chamber of Commerce, including leading on acquisition or development.

To manage the occupied and let properties of WNY. 


	
	

	Duties:
	Key Tasks:
.
· Preparing and presenting reports for the Chief Executive and Board as required.
· Negotiating lease renewals, break clauses and lease expiries of leasehold properties occupied by WNY as the need arises.

· Lead on property acquisition as required, as part of any development or refurbishment project.

· Lead on property development and refurbishment projects including business plans; liaison with funders; procurement of design team and main contractor; reporting on progress against key milestones to the Chief Executive and Board; dealing with any subsequent review or audit of the completed projects.
· Manage serviced offices known as City Hub, owned by WNY subsidiary Business & Enterprise Finance, in accordance with a SLA.



· Lead on carbon and cost reduction projects.

· Act as letting and managing agent for Bradford City Challenge.
· Preparing, monitoring, and analysing the property budgets and financial performance with the support of the Financial Controller Procuring and managing on site small building works.
· Budget holder across multiple sites.
· Overall responsibility for H&S at each site owned and operated by WNY.
· Letting of offices and workspace, including tenant selection and documentation
· Rent invoicing and collection, managing rent arrears and bad debt.
· Managing landlord and tenant issues, site housekeeping and operational issues.

· Undertaking rent reviews to ensure rents passing equate to market values.
· .Procurement and monitoring of service, utility and maintenance/repair contracts.

· . Occasional out of hours cover for morning and evening meetings, events and security call outs
· Managing external audits for funds received as required



	
	


PERSONNEL SPECIFICATION
	Attribute
	Essential
	Desirable

	Educational

Qualifications
	Professionally qualified in a business or related discipline 

Qualified to degree level 
	Chartered Surveyor, RICS equivalent or included in Degree 

	Experience
	Previous experience within a property management role including current knowledge of planning regulations, managed workspaces, new property builds and maintenance
Hands on knowledge of  property landscape within West & North Yorkshire region
Previous worked in an autonomous role.
Staff Supervisory experience of managing a team to achieve their targets
	Surveyor experience within the West & North Yorkshire region


	Communication

Skills
	Ability to obtain, analyse and present complex information 

Good communication skills, including high standard of written English, good interpersonal skills

IT Skills – use of MS Office. updating customer database and using spreadsheets

Chair and host meetings
	Present complex statistical data and information in a user friendly way.

Ability to speak knowledgeably and persuasively to variety of audiences

	Practical &

Intellectual Skills
	Knowledge of the key issues facing businesses,
	Knowledge and understanding of workings of central and local government

	Disposition &

Attitude
	Must be hard working and adaptable to the needs of the organisation

Must be able to work unsupervised

Friendly, approachable, supportive team player

Attention to detail important
	Ability to schedule own workload 

Ability to empathise with a range of personalities, working styles and cultures.

	Special Knowledge
	An understanding of both the public and private sector business support network.
	Knowledge of Local Authorities within the West & North Yorkshire areas

	Physical or Sensory
	Able to work out of office hours to attend meetings 

Car owner with clean driving licence.

Smart professional appearance and business-like attire.
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