Property Officer Job Description/Personal Specification

The post of Property Officer comprises responsibility for property matters and related duties within the Synod.  Responsibilities relate to (a) local church property management, (b) the execution of property transactions, (c) support for the Directors of the United Reformed Church (Eastern Province) Trust and Resources Committee and (d) management of the Synod manse scheme. The duties may include management of any tasks delegated to other salaried staff or to temporary, voluntary or external resource.
The Property Officer would need to work alongside local churches to help them translate their mission and vision into the practicality of suitable property development. This would include supporting churches in managing church buildings, graveyards and manses, including their maintenance and development, as well as managing sales and acquisitions of properties.
The Property Officer’s administrative line manager is the Synod Clerk.

The Property Officer is indirectly accountable to the Synod through the Synod Resources Committee, which acts as the Synod Property Committee. On Trust matters, the Property Officer is accountable to the Directors of the United Reformed Church (Eastern Province) Trust. 

Professional support is received from retained solicitors and surveyors. 

The Property Officer works closely with the Finance Officer in areas of overlap between property and finance, and liaises with the Secretary of the Listed Buildings Advisory Committee on listed buildings issues.
The Property Officer works in conjunction with the Resources Assistant, whose role is to support the Property Officer and the Finance Officer.
The Property Officer is principally based in the Synod Office (Whittlesford, Cambridgeshire) with some site visits.

Principal duties include the following:

MANAGEMENT OF LOCAL CHURCHES’ PROPERTIES

· Be the first point of contact for local churches and Synod Officers regarding property matters.
· Manage requests from local churches, understanding when it is appropriate to secure Trustee and Synod approvals (when required).

· Determine and co-ordinate the work of the Listed Buildings Advisory Committee (LBAC) Secretary. Oversee a database of listed buildings, their listed status, due dates of quinquennial inspections, instructions given and reports received.  Process applications for LBAC consent.

· Renew planning permissions and maintain a list of consents.
· Manage the Synod Manse Scheme, including manse lettings, repairs and maintenance.  Oversee databases with diarised information with regard to utility services, maintenance arrangements and review visits, rent arrangements, agents or local church contact details, gas certificates and energy performance certificates.

· Deal with all leases, purchases and sales of buildings, including related approvals, which includes substantial liaison with external bodies, such as solicitors, surveyors and estate agents.
· Administer the Project Facelift and Project Heritage grant schemes, providing assistance for churches where required. 
TRUSTEE COMPANY DUTIES

· Oversee a database of properties held in trust by the Synod and any projects related to them with key dates and trustee authority stages referenced. 
· Manage manse leases, purchases and sales, including related approvals.

· Manage the disposal of redundant buildings, burial grounds and other Synod properties.
· Arrange for execution of legal documents relating to property purchases, sales, short-hold tenancy agreements and other property transactions, in conjunction with local churches.  Respond to Land Registry questions.

· Checking required approvals and obtain signatures from the Synod Officers/Trustees in respect of property transactions.

· Action the results of Trustees’ deliberations, advising local churches and others of the results of requests made, or advice given, to the Trustees.
· Undertake legal correspondence for the Trust Company (as required).
· Develop and promote good practice on property matters across the Synod, keeping up to date with appropriate changes in legislation. 
· Support the Synod’s Environmental Policy by assisting churches in making their properties more environmentally friendly and ensuring that the Policy is considered in all property developments and maintenance.
RELATIONSHIPS
· Finance Officer and Resources Assistant – work closely with both to enable the finance and property requirements of the Synod to be completed in a timely manner.
· Green Apostles – work with the Synod’s Green Apostle(s), who facilitate the Synod’s Environmental Policy, to make the properties across the Synod more environmentally friendly.
PERSON SPECIFICATION
The Property Officer would require wide experience of managing a diverse portfolio of properties, both in terms of their upkeep as well as purchases and disposals. 
Essential requirements:

· Be in sympathy with the mission and ministry of the church.

· They would require a good standard of literacy, numeracy and computer proficiency, including proven experience of Microsoft Excel and Word.

· Keep up to date regarding relevant good practice and legislation.   

· Be able to work with both professionals and the volunteer culture of church life.

· Be able to work within a team environment, taking initiative where appropriate.

· Have the means to travel independently to properties and meetings across the Synod. This would require access to a car and a full driving licence as not all locations are served by public transport.
· Attend meetings of and receive information from the URC Property, Legal and Trust Officers (PLATO) network.

· Be willing to attend, where required, occasional evening meetings or Saturday commitments such as the twice-yearly Synod meetings. 

Desirable requirements:
· A surveying qualification or equivalent would be beneficial. 

· Knowledge of charity structures, and particularly governance by councils and committees, would be advantageous. 
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