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	POSITION DESCRIPTION

	Position Title:
	Senior Property Officer

	Department:

Location:
	Corporate Services
Property
Ann Street, Brisbane CBD

	Employment Status:
	Please refer to letter of employment

	Reports To:
	Director of Property

	Direct Reports:
	Property Officer (ACSQ) 

	Key Relationships/Interactions:
	Internal: Director of Property, Manager Facilities Management & Maintenance, Property Officers, Project Manager (Major Capital Works), Property Administrator, Executive Director (PMC), Regional Bishops, Archdeacons, Parish Priests and Church Wardens.

	
	External: Real Estate Agents, Consultants, Contractors, Suppliers, Council Officers, State and Local Government Officers, Property Owners and Leaseholders.


Position Statement / Overall Purpose:

The Senior Property Officer is responsible for providing timely and efficient guidance and advice to support Clients to execute both strategic property initiatives, and operational property issues, whilst ensuring the activities are in line with the requirements and guidelines of the Anglican Church Southern Queensland (ACSQ) and statutory and legislative requirements. The position assists Clients with conceptualising and undertaking feasibility analysis of Property Projects and acts as the Client representative on approved projects. The Senior Property Officer is responsible for facilitating solutions that meet the needs of Clients in collaboration with the needs and mission of the ACSQ and applicable legislation.  
The Senior Property Officer is also the Property Portfolio Manager for all Parishes, bringing their senior level of knowledge and experience in coordinating and managing property transactions (sales/acquisitions, leasing and major and minor capital works projects) to the Regional Bishops, Arch Deacons and the Parish Leadership Team. 
The Senior Property Officer will work in accordance with the values and ethos of the Anglican Church, the Code of Conduct and support the operations of the Church through its Commission or Agency by providing guidance and advice within this position’s specialty area.
Position Specific Requirements & Qualifications: 
1. Current Driver’s Licence.
2. Degree in Property Management, Project Management or building related degree or Real Estate Licence or other relevant tertiary qualifications.
3. Current National Police Certificate.
Key Selection Criteria:

1. Qualification in Building & Construction and/or experience in managing property transactions (Sales/Acquisitions, Leasing and Major and Minor Capital Works projects).
2. Minimum 7 years’ experience in the property industry which may include experience in the following areas:

· Program/project management including engagement of consultants providing services noted below

· Sales, purchase and marketing of residential and commercial property

· Minor and major building projects

· Heritage issues

· Town Planning

· Strategic Planning and development of property
· Facilities Management
· Legal aspects of property transactions

· Contract Management
· Experience in processing and managing administrative, legal, and commercial aspects of property transactions

· Understanding town planning and heritage issues impacting on Diocesan properties
· Experience in dealing with Councils regarding property development applications.
3. A thorough understanding of property legislation and regulations.
4. Demonstrated ability to work effectively in a team environment, resolve conflict and lead and participate equitably in a positive and successful team.
5. Demonstrated ability to liaise, advise and work with staff, managers and clients at all levels and deal with complex and sensitive interpersonal matters.
6. Well-developed written and oral communication skills with the ability to provide concise reporting.
7. Advanced knowledge of Microsoft suite of applications (Word, Excel, Project).
8. Experience within a not for profit or religious organisation (desired). 
9. High level of document management skills (desired).
10. Experience with the management and application of Trusts in relation to properties (desired).
Key Accountabilities and Responsibilities: 

1. Leasing/Lease Renewal
Responsibilities: 
· Research potential lease site acquisitions and prepare demographics.
· Manage ACSQ leased properties directly or oversee Property Management contracts where this function is contracted out externally.

· Advise Clients on rental procedures and documentation for residential properties in accordance with the Residential Tenancies and Rooming Accommodation Act 2008. 

· Advise and assist the Clients in cases of Lease dispute resolution.
· Negotiate commercial lease terms and prepare lease contracts, liaising with Legal Department as appropriate.
2. Sales & Acquisitions
Responsibilities: 
· For Minor Sales and Acquisitions support and guide the Client by: 

· Ensuring a review has been undertaken by Strategic Property regarding the appropriate strategy for the site.

· Maintaining a dialogue with Strategic Property to ensure any broader strategic factors are considered prior to executing the agreed strategy.

· Ensuring the process of approval defined by ACSQ for selling or acquiring property is comprehensively applied and complied with.

· Ensuring that, in conjunction with Real Estate Agents/Valuers, the commercial sales process maximizes return and mitigates risk.

· Applying rectory guidelines to potential properties to ensure that acceptable properties are purchased.

· Working with Local and State government to facilitate necessary processes/approvals to allow sales and acquisitions to proceed as approved by ACSQ e.g. material change of use, rezoning and or boundary realignment.

· For Major Sales and Acquisitions support Strategic Property, as requested by the Director of Property.

3. Capital Works (Minor & Major)
Responsibilities: 
· For Minor Capital Works Projects assist the Clients in the feasibility analysis, preliminary and detailed design development, documentation and construction phases ensuring that:

· Property Strategic Planning has been undertaken for the Client by Strategic Property.
· Development of the required Business Cases are in line with the Clients Strategic/Mission Action Plan and is submitted to the relevant Delegated Officer, Diocesan Committee/Commission/Council for approval.
· The scope, design and budget requirements are being met.

· Relevant Council and State Government legislative approvals are in place prior to commencement of the project.
· Guidance is provided on appropriate skills and resources to support projects (i.e. architects, builders, town Planners, engineers, arborists, landscape designers, construction project managers and contractors).
· Project Management services are provided for specific projects as nominated by the Director Property.
· For Major Capital Works Projects assist the Clients in the detailed design development, documentation and construction phases ensuring that:

· Property Strategic Planning, feasibility analysis and preliminary planning and design has been undertaken for the Client by Strategic Property.
· Development of the required Business Cases are in line with the Clients Strategic/Mission Action Plan and is submitted to the relevant Delegated Officer, Diocesan Committee/Commission/Council for approval.
· The scope, design and budget requirements are being meet.

· Relevant Council and State Government legislative approvals are in place prior to commencement of the project.
· Guidance is provided on appropriate skills and resources to support projects (i.e. architects, builders, town Planners, engineers, arborists, landscape designers, construction project managers and contractors).
· Project Management services are provided for specific projects as nominated by the Director Property.
4. Property Maintenance
Responsibilities: 
· In a timely and proactive manner, support and guide the Property clients through their maintenance work through analysis, advice and when required by the client, the coordination of contractors/trades people as appropriate.
· In consultation with internal stakeholders, implement programs for the repair, refurbishment, renovation and annual monitoring of Client properties.
5. Parish Portfolio Management
Responsibilities: 
· Proactively support the PMC Leadership team by ensuring their senior level of knowledge and experience is applied to matters relating to asset development, refurbishment, maintenance, sales, acquisitions and leasing.
· Offer continuous improvement and innovation to management services provided to the Parish Leadership Team.

· Foster relationships with key staff to better understand the business needs and the strategic direction of the PMC and regional Bishops to support the delivery of property services that align to their strategic objectives.
6. Client Relationship Management and Reporting
Responsibilities:

· Monitor delivery of customer service and achievement of Service Level Agreements (SLA’s) by direct report/s.
· Manage the client relationship through regular and proactive communication.

· Provide quality property support services to clients in accordance with defined Property Group SLA’s. 
· Involvement in establishing and gaining client understanding will ensure SLA’s are reflective of client expectations. 

· Build and maintain strong internal and external relationships to become a trusted member of the Property Team.

· Provide and consolidate regular written reports as required to Client representatives, Director of Property and other Diocesan stakeholders, including relevant Project Control Groups, Committees and Commissions.
7. Policy Development and Review
Responsibilities: 
· Manage, review and make recommendations to the Director of Property for regular maintenance/update of policies, procedures and processes.

· Actively seek continuous improvement in client services provision by recommending additions or changes to current processes to Director of Property.
8. Team Administration 

Responsibilities:
· Oversee employees and manage delegation of work.
· Provide quality property transactional services to clients in accordance with defined Property group SLA.
· Assist in the motivation guidance and mentoring of direct report/s.
· For direct report deliver prescribed leadership framework (appraisal, performance management, development discussion).
· Encourage and continue to support the Property Group and broader diocesan culture with the team and wider stake holders.
9. Other Duties and Requirements
· Provide up to date advice and guidance on legislation i.e. Workplace Health and Safety, Fire Regulations, Building Regulations, etc.

· Provide input into, and when required by the client assist with the preparation of submissions to the applicable Diocesan Committee, Commission or Council as appropriate. 
· Attend applicable Diocesan Project Control Group, Committee or Commission as appropriate to manage/report on projects/tasks.
· Inform stakeholders of project/work progress through meetings, status reports, minutes of meetings and other documented communications.
· Your responsibilities also extend to any task outlined on a duties list or any other tasks delegated to you by your Manager/Supervisor, provided that those new job requirements are safe, efficient, relevant, and legal and within your abilities. 
Delegation of Authority: 

· In accordance with the Delegations of Authority Policy.[image: image2]
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