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ESTATES MANAGER
JOB DESCRIPTION

	Job Grade: 
	Grade 6, SCP 22-25 per annum (£33,699-£36,363), pro-rata £27,323-£29,483

	Contracted Hours:
	30 hours per week 

	Contracted Days:
	Monday-Thursday with occasional evening and weekends

	Contract Type:
	Permanent, Part-Time

	Responsible To:
	Town Clerk

	Based At:
	The Old Courthouse, Jaycroft Road, Burnham-on-Sea and managed facilities
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Key Function
To lead and proactively manage the estates team to provide safe, efficient and high-quality estates operations across the Town Council’s portfolio; including maintenance and cleaning council buildings, cemeteries, floral displays, allotments, playgrounds, street furniture and public conveniences.

Main Duties and Responsibilities:

1. Full management responsibilities for the staff within the Estates Team to include recruitment and selection, personal development reviews, absence management, mentoring, training and development, work allocation and any disciplinary/ performance issues that may arise. 
2. To be responsible for the effective management and maintenance of the council’s assets, by planning a programme of works to maintain assets optimally.
3. To be a prime keyholder for all council properties and gated areas and to be on the out of hours call out list.
4. To manage any contracts and oversee contractors relating to the estates services.
5. To obtain quotations etc, as appropriate, for items or services connected with the estates services and in-line with the Council’s Financial Regulations and to place orders within authorisation limit.
6. The operational planning for and setting up of special events e.g. fireworks displays, Remembrance Parade.
7. To take responsibility for ensuring all relevant statutory, regulatory and legal compliance for all estates management (including, but not limited to health and safety, safeguarding, environmental, road closures).
8. Ensuring understanding, compliance and cooperation with the policies, procedures, strategic plans and any other directives of the Town Council.
9. To develop and maintain accurate computer based and manual estates records, to meet corporate requirements.

10. Ensuring that all communications, both internal and external, are dealt with promptly and in a courteous manner.
11. To produce reports for relevant meetings and attendance at meetings of the Council, Committees or Working Groups as required and dealing with matters arising from meetings.

12. To ensure all relevant cemeteries paperwork is correct and in place before any works undertaken e.g. installation of memorial stones.

13. To ensure council vehicles and equipment are maintained including booking services and MOTS etc.
14. To monitor designated budgets, tracking revenue and expenses to maximise revenue schemes and ensure overheads are in line with the budget.
15. To work with the Town Clerk and Responsible Finance Officer in preparing draft budgets on an annual basis.
16. To undertake all required training.
17. Being aware and compliant with General Data Protection Regulations.
18. To undertake any other duties required by the Town Council consistent with the level and scope of the post.

