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Job Description
Job Title:			Senior Property Manager

Responsible to:		Director of Resources

Location:	The post is based in Central London and involves regularly visiting the charity’s investment properties. The postholder may be required to work at any different or additional location as may be necessary to meet the charity’s operational requirements.
	
Function:	To be responsible for the optimal management of the charity’s freehold and leasehold operational and investment property portfolio to maximise the value of the estate and the income generated.

Salary:	£35,000 – 42,000 per annum depending on experience

Other:	Applicants who want to work part time / flexibly will be considered.	

Key Duties

Service management and development
· As a member of the senior management team, to contribute to the leadership and management of the charity’s investment strategy and achievement of its investment objectives.
· To develop and deliver an agreed property strategy for TPT, ensuring its implementation into costed operational annual action plans, updating plans and strategy as required.
· To ensure the effective day-to-day management of the investment property portfolio through the approved managing agents and advise on TPT’s own office accommodation needs.
· To liaise with blind and partially sighted tenants over any specific requirements.
· To oversee effective delivery of the planned programme of refurbishment works, planned and cyclical maintenance programme and other planned works.
· To oversee that stock condition surveys of all TPT properties are undertaken on a regular basis.
· To oversee that all property transactions comply with Charity’s Act requirements; procuring and reviewing periodic reports from the managing agents; obtaining and evaluating tenant references and ensuring necessary authorities from the Trustees/Chief Executive are in place prior to legal commitment.
· To oversee service and stock compliance with relevant regulations, including but not exclusively planning, building regulations and health and safety compliance.
· To arrange timely annual property revaluations in line with agreed TPT policy.
· To provide project management and/or technical support on property development projects as required and where appropriate.
· To oversee compliance with government and TPT standards and mandatory or advisory targets on energy efficiency.
· To be responsible for instructing and liaising with solicitors, managing agents and other professional advisers, and such other third parties as may from time to time be required on matters relating to the property development function.
· To oversee health and safety compliance for all investment property, ensuring that the managing agents fulfil their responsibilities acting as the charity’s ‘Responsible Person’ for all statutory obligations.
Financial and risk management
· To ensure that budgets for the property management function are prepared, submitted and managed effectively.
· To identify and manage the risks inherent in the property development programme.
· To ensure the charity has appropriate insurance in particular that the property assets are adequately insured.

Staff management
· To advise on the staffing resources required to run the property management function effectively and within budget.

Professional expertise and continuous improvement
· To provide, or as appropriate, procure technical professional advice (technical, audit, diagnostic and analysis services) for property development covering TPT’s existing properties and potential future acquisitions.
· To procure re-tendering of property management contracts from time to time as necessary.
· To monitor and review the performance of the managing agents and other external contractors, ensuring that they perform to a standard which complies with service level agreements.
· To seek opportunities and take action to achieve continuous improvement.

Reporting and management information
· To ensure that performance reports on the permanent endowment properties and other properties that are used by TPT are produced and that performance indicators and trends are analysed and corrective action is taken where required.
· To write and present regular reports to Trustees on matters relating to the property occupied by TPT and on development strategy and performance, ensuring Trustees have sufficient information to discharge their responsibilities effectively.

Other
· To undertake such other duties as may be reasonably be required by the Director of Resources, taking account of the nature and scope of the duties of the position and to meet the varying needs of the charity.

Special requirements
The postholder will be required to attend meetings and regularly visit the charity’s investment properties.


Person specification

Education 
· Attainment at degree level or equivalent
· Relevant professional qualification and membership, preferably MRICS



Experience 
· At least five years’ experience in a relevant professional area, ideally as a property or asset manager covering both residential and commercial property in London
· Up to date knowledge of property/building regulations and health and safety regulations
· Experience in identifying opportunities to add value and executing on transactions to deliver against targets of asset financial outperformance
· Awareness of occupier needs and market trends

Skills
· A very numerate approach and a strong head for analysis and data - you’ll be assisting senior management with validating asset management decisions and forward-looking financial projections.
· Strong interpersonal, communication and presentation skills
· Credible, with an ability to develop and sustain effective working relationships with internal and external stakeholders   

· Personal integrity and values compatible with the values, aims and objectives of TPT
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