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Job Description

Job Title:		Estates Surveyor
Location:	Home based (across mainland UK) with regular travel to Shelter locations 
Contract type:                 Permanent
Accountable to:             	Head of Property & Facilities
Grade:			6
Salary:			£51,825 per annum plus company car
Hours:			35 hours per week 
Leave:			30 days holiday per annum plus bank holidays 

About Shelter 

A home is a fundamental human need, as essential as education or healthcare. Yet millions of people across Britain struggle on a daily basis with homelessness, bad housing conditions, soaring rents, discrimination, and the threat of eviction.  

Above all we seek a transformation in housing policy, including investment in homes people on low incomes can actually afford – an investment that has been missing for decades and from all political parties, so that now the human cost has become intolerable.

We need ambitious, best-in-class individuals who are passionate about our cause to join us at this exciting time. This is your chance to play a part in the fundamental change we are striving to achieve. 

Why Join Shelter?  

We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds. What’s important isn’t your level of education or the opportunities which you have had, it’s about you and how you seize the opportunities ahead of you. 

We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. We also offer the following benefits:

· Flexible working hours
· Flexible working practices
· 30 days paid holiday plus bank holidays 
· Competitive pension scheme 
· Salary sacrifice schemes 




Diversity Statement

At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent. 

We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation. 

About the team 

The Property and Facilities team are responsible for ensuring the Shelter estate is fit for purpose and fully compliant for Shelter’s staff, volunteers and clients. The portfolio comprises one freehold property in London (Old Street HQ), 22 Leasehold offices and around 80 leasehold shops across England and Scotland. The retail portfolio is typical of the charity sector with a mix of Furniture, Boutique and Community shops.

The team provides a full range of professional services including acquisitions, disposals, rent and lease negotiations, rating, estates management, building surveying, strategic planning, budgeting, compliance, health & safety and facilities management. The team also supports all office and shop relocations, refurbishments, and planned maintenance projects.





About the role

The Estates Surveyor is responsible for all property related matters across Scotland and England for Shelter’s diverse portfolio and will require site visits with occasional overnight stays.  The postholder will ensure all lease events are managed and actioned and the properties are safe, maintained and fully compliant. The postholder will assist with the development and implementation of robust policies, processes and systems to help manage the estate in an efficient and cost-effective manner.  The role is incredibly varied and provides the postholder with the chance to make a real difference in how the commercial estate is managed.

Role Specific Responsibilities

· Managing all aspects of property and estates management including lease management, interpreting key lease data, service charge reconciliation, budgeting, compliance, and assisting with maintenance issues.
· Responsible for tracking all lease dates and actioning accordingly.
· Managing landlord and tenant work including rent reviews, acquisitions, lease renewals, License for Alterations, disposals and the serving and receiving of legal notices.
· Controlling and auditing of service charge, rates and insurance payments.
· Ensuring all rental payments are in line with lease obligations
· [bookmark: _Hlk88555818]Ensuring the portfolio is fit for purpose, well maintained and legally compliant. 
· Working with our Building Surveyor to ensure stakeholders are kept up to date throughout acquisition, disposal or refurbishment projects. 
· [bookmark: _Hlk87022808]Assisting with the management and maintenance of lease data and compliance documentation.
· Responsibility for communicating information on a regular basis. In meetings and group settings, the candidate will have the ability to communicate technical information including legal terminology and information relating to lease terms in a clear and concise manner.
· Management of complex estates/property issues and the first point of contact for landlord related queries.
· Managing multiple internal and external stakeholders including retail and services colleagues, solicitors, surveyors, managing agents and landlords.

About you 

1. You will have a degree level qualification in a surveying/property related discipline and be a fully qualified member of the Royal Institute of Chartered Surveyors.
2. You will have a strong property management background, with good landlord & tenant experience and an excellent understanding and knowledge of property law.
3. You will have a good understanding and knowledge of the planning process and building regulations approval system.
4. You will have excellent communication and negotiation skills and the ability to provide solutions; give sound property advice and negotiate with key internal and external stakeholders. 
5. You will be confident in leading and managing projects effectively with multiple stakeholders while ensuring projects are delivered on time and on budget from inception to completion.
6. You will be self-motivated and capable of working unsupervised and as part of a team, with a positive ‘can do’ attitude.
7. You will have good computer literacy skills and comfortable working with spreadsheets and data.
Shelter Behaviours

The Shelter Behaviours demonstrate the attitudes and approaches we take to our work; from how we do things, how we treat each other and expect to be treated both internally and externally.  They help us to have the culture we need to deliver our ambitious strategy.  
At Shelter we have 5 overall behaviours, that are each made up of 3 descriptors, these are outlined below.

We work together to achieve our shared purpose  
· by actively collaborating and putting trust in the people we work with
· by recognising the contribution of others
· by carefully considering the “how” when taking on new projects and initiatives

We prioritise diversity and have an inclusive and open mindset  
· by not tolerating and actively tackling racism and any other forms of hate and discrimination
· by creating safe spaces for people to be their authentic self, challenge each other and learn
· by being compassionate towards the people we work with and prioritising each other’s wellbeing 

We enable decision making
· by giving people the tools, they need to make well informed decisions
· by being accountable for the decisions we make
· by delegating authority to those closest to the work

We create change and align behind our strategy
· by participating in change initiatives that deliver our strategy
· by supporting tough strategic choices
· by saying no to work that does not serve our purpose

We are open to risk and learning from our experiences
· by learning from our failures and successes
· by being reflective and giving and receiving feedback
· by being proactive and taking initiative


Please note
This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.

All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation.

This post is not exempt from the Rehabilitation of Offenders Act.
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