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Job Description

Responsible to:

Head of Operations

Responsible For:
Houses Coordinator


Property Development Officer
Main Purpose:
To provide professional oversight to the management and development of the diocesan property portfolio maximising income streams from lettings and developments to support our mission and ministry, whilst providing an appropriate standard of accommodation for our clergy.
Hours:
35 hours
Salary:
Spine Point 21
Context:


The Property Team is part of the Parish Support Department under the leadership of the Head of Operations. The Team has three core areas of work:

· Managing and maintaining the 170+ houses occupied by clergy and other ministers (Operational Houses);

· Managing diocesan investment property consisting of residential and land, maximising total returns to support wider charitable objectives;

· Providing support and guidance to PCCs and clergy in the management of any property held by local parishes.
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Responsibilities and Purpose:  
Investment Property 

1. To provide strategic and operational leadership for capital development projects, identifying potential sites owned or managed by the WDBF, maximising returns against targets set by the Investment Advisory Group;
2. To oversee the management of all investment properties (non-operational houses and land) increasing income and capital returns to benefit both current and future generations;
3. To ensure all property for which the Diocese is responsible is properly registered with the Land Registry;
4. Working closely with the Property Development Officer, to ensure timely, professional advice and support is provided to PCCs in the management, sale or development of any property they own.
Budgeting & Compliance

5. To manage and monitor the Property Team’s budget, working closely with the Finance Team to ensure accurate and timely financial reports are provided throughout the year;
6. To support the Property Working Group, preparing reports and recommendations in the areas of developing policy, practice and budgeting. To present appeals from clergy for works outside policy, assessing appropriateness of requests and making recommendations;
7. To oversee all contracts, agreements and tender processes with third parties, ensuring these are robust, transparent and compliant;
8. Alongside secular legislation, to develop a strong working knowledge of the following pieces of ecclesiastical legislation:

a. Parsonages Measure 1938
b. Endowments and Glebe Measure 1976
c. Repair of Benefice Buildings Measure1972
d. Diocesan Stipends Funds Measure 1953
e. Church Property (Miscellaneous Provisions) Measure 1960
f. New Parishes Measure 1943

g. Mission and Pastoral Measure 2011
h. Patronage (Benefices) Measure 1986
9. To review and develop all polices, practices and procedures across the Team to ensure a high level of compliance and professional standards are applied in line with all relevant legislation and current best practice.

Operational Housing
10. To provide professional guidance to the Houses Coordinator, in overseeing the management and maintenance of all operational clergy houses in line with current ecclesiastical legislation, guidance and diocesan policy;
11. To provide professional support for technical building work as required. 
12. To provide professional project management for any major or complex maintenance and development works carried out to operational houses. 

13. To provide professional guidance to the Houses Coordinator, to review all Quinquennial Inspection reports of parsonages houses agreeing works and actions arising from them;

14. To manage all housing purchase and sales, liaising with agents and solicitors as necessary.
General
15. To provide managerial support and leadership to the Property Team, supporting and championing colleagues’ professional development;

16. To play a full part as a member of the Parish Support Team;
17. To undertake other tasks as may reasonably be required by the Head of Operations or Chief Executive. 

Person Specification:

Education and Qualifications

· Graduate or equivalent level of education in a relevant field;

· A qualified Chartered Surveyor (MRICS);

· It will be a requirement of the appointment that Safeguarding Training (level to be determined) is completed along with GDPR training within the probation period;

· Evidence of CPD.

Background and Experience

· Detailed knowledge and understanding of property legislation and planning and development processes including feasibility appraisal techniques.

· Experienced negotiator with a track record of property acquisitions, sales and management.

· Experience of managing and developing both operational and investment portfolios.

· Experience of managing people and delivering through a team. 

· Experience or understanding of managing projects.

Skills and Personal Competencies

· A demonstrable team player with a collaborative and open working style. Able to work under pressure, flexible in attitude, highly organised and able to work to deadlines.

· Ability to prioritise and delegate work under pressure. 

· Flexible in working relationships, comfortable with some ambiguity and able to see projects and tasks to completion.

· Able to relate well at all levels, a strong communicator, able to build positive professional relationships. When necessary, able to give disappointing news clearly. 

· Entrepreneurial skills and positive, can do approach.

· Intermediate level of proficiency with various software programmes, including but not limited to Microsoft Office.

Other

· Confidential and able to handle sensitive information.

· Current driving license and access to a vehicle.

· An understanding of and a commitment in principal to the Church’s ministry and mission is essential. 

Notes

The following general principles should be observed:

a) The role is offered on a permanent basis subject to a probationary period of 6 months.

b) The Employer will be The Winchester Diocesan Board of Finance. As such the role is under the leadership of the Finance Director. WDBF policies and procedures are directly applicable to the role. WDBF Employee Terms and Conditions apply.

c) The designated office base for this role will be the Diocesan Office of Winchester at Old Alresford Place, Alresford, Hampshire, SO24 9DH. 
d) The role will require considerable travel about the diocese, sometimes outside usual business hours and to locations that are not served by public transport. The role holder will need to have access to their own transport. 

e) The role is offered on the basis of the role holder having the right to work in the UK.

This job description and person specification is not an exhaustive list of tasks and responsibilities


Agreed JD CH and SB 29 Jan 2020
Property Manager JD
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