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	Job Title:
	Quantity Surveyor

	Department:
	Projects Delivery Unit

	Directorate:
	Economy and Sustainability



	Grade: 
	13

	Post no.:
	66955

	Location:
	Perceval House




	Role reports to:
	Quantity Surveying Manager

	Direct reports:
	None

	Indirect reports:
	Consultants, Contractors



Job description
Recruitment practices to safeguard and promote the welfare of children and/or vulnerable adults apply to this post in addition to the requirement to obtain a Disclosure and Barring Service (DBS) check.
Purpose of role
· Provision of professional Quantity Surveying duties and services as part of the multi-discipline design and project management Projects Delivery Unit (PDU) within Place Directorate.
· Provide assistance, under guidance, to Quantity Surveying and Delivery Unit colleagues to ensure the delivery of value for money on all projects.
· Responsible for cost control on all Major Capital Projects, including the provision of pre and post contract duties for procurement, estimating, valuations and dealing with contractor claims. 
· Supporting a programme of works of between £30M and £60M per annum, certifying payments on individual contracts up to £28M in value.
· Ensuring all works contracts are procured in full compliance with contract law, associated regulations and all internal Council policies including Contract Procurement and Procedure rules.
· Responsible for achieving value for money for the Council on all nominated contracts.
· Responsible for providing accurate cost forecasting and monitoring performance and expenditure on all Major Capital Projects.
· Be an active participant in the PDU representing the Quantity Surveying discipline and collaborate with colleagues across the Unit.
· Provide support to the production of monthly Capital Monitoring Reports and supporting colleagues with any financial information required for reports to Cabinet or other decision making groups.

Key accountabilities
· Deliver professional Quantity Surveying duties and services including, accurate measurements of works, valuation of works and contract variations.
· Develop and maintain a personal plan in the role to deliver service excellence and continuous improvement.
· Support personal training programmes as appropriate and particularly when change is driven by new legislation or Council policy.
· Utilise and embed best practice tools and processes including the use of technology to support delivery.
· Comply with Health and Safety legislation and follow Council H&S policy and procedures 
· Provide commercial support to Project Managers in relation to contract variations. 
· Financial management of all nominated contracts, ensuring accurate and timely payment certificates are raised in line with Council’s contractual obligations.
· Auditing contractor’s claims and valuations and take appropriate action concerning any inaccuracies or omissions submitted by contractors.
· Ensuring any potential contractor claims are assessed to ensure adherence to contract conditions, procurement rules and Council policies and procedures.
· Minimising the risk of any contractual claims to ensure value for money for the Council. 
· Ensuring accurate contract documentation is prepared that enables the effective delivery and subsequent valuation of all works packages and contracts.
· Represent the Council at meetings, where requested and appropriate (e.g. consultation events, public enquiries, steering groups and project team meetings), record information and ensure appropriate follow up actions are completed. 
· Respond to internal and external communications and requests for information (e.g. general enquiries, freedom of information requests, letters, complaints etc) within defined standards and timescales.
· Responsible for ensuring that all sensitive contractual and cost data is properly managed with regard to confidentiality and security, including adherence to Data Protection Acts including GDPR.
· Compliance with all management processes and procedures including Health & Safety and Diversity and Equality policy and the Freedom of Information and Data Protection Acts.
· Responsible for ensuring the production of auditable Final Accounts for works contracts in line with the requirements of the contract and in accordance with the Council’s financial regulations.
· Provide cost control and estimating services to Project Managers and Design Team colleagues in the delivery of capital works projects.
· Responsible for keeping up to date with and implementing EU, Central Government and Council procurement rules and guidelines.
· Keep up to date with wider construction market conditions and intelligence to the wider PDU team on any changing circumstances. Actively pursue training and continual professional development to support this.
· Responsible for the preparation of all contract documents and execution of the contract for works up to a value of £500,000 using the JCT Short Form of Agreement. Prepare all contract documents for works above this figure to enable Legal Services to execute and seal contracts as appropriate.

Key performance indicators
· Carry out the production of accurate feasibility and pre-tender estimates (within 10% of ultimate contract value) with all assumptions clearly set out.
· Ensure final accounts are agreed with contractors within the timescales set down by the various forms of contract.
· Work closely with design teams to ensure all contracts are delivered within the agreed budgets and timescales. Produce regular Cost Reports as agreed with the Quantity Surveying Manager.
· Produce monthly cash flow forecasts, in line with the published timetable, so that the Council has a clear and accurate spend profile.
· If required, implement a learning plan to achieve MRICS status, measured over an agreed period.
Key relationships (internal and external)
· Projects Delivery Unit colleagues including the Quantity Surveying team in particular. 
· Contractors, consultants and self-employed consultants.
· Council colleagues in Legal Services and Procurement.
· Commissioning Clients.
· Building custodians and end users, including Head Teachers, School staff and Governors.
Authority level
People 

· Able to liaise with Council Officers at all levels.
· Provide a professional Quantity Surveying service to and on behalf of the Council.
· Provide assistance, under guidance (where appropriate), with regard to evaluation of projects cost estimates and in negotiations with contractors.

Policy

· Work in compliance with all legislative and Council policy changes.
· Provide accurate and timely project cost advice for colleagues.
· Authorised user of the Council’s ProContract e-tendering system and responsible for ensuring all tender documents are uploaded and contractor queries are dealt with promptly.
· Interpret and make decisions based on Contract Conditions relevant to the various contracts that are used by the Council.

Financial (including Legal)

· Responsible for providing cost and value for money recommendations and bench marking evidence for inclusion in Star Chamber bids and Cabinet reports.
· Compile works contracts using templates approved by Legal Services, secure contractor sign off and pass to Legal services.
· Ensure all Council contractual obligations are met by the issuing of certificates for payment by the due date.
· Responsible for ensuring that all contractor’s accounts are correct. Querying and challenging any areas that are included under the terms of the contract. 
· Responsible for ensuring tender reports are produced promptly following the carrying out of detailed tender analysis and recommending contracts are entered into for all Capital Projects. 
· Ensure value for money for the Council.

Person specification
Recruitment practices to safeguard and promote the welfare of children and/or vulnerable adults apply to this post in addition to the requirement to obtain a Disclosure and Barring Service (DBS) check.
[bookmark: _Int_LUzkYIYd]Essential knowledge, skills and abilities
1. Knowledge of construction contract law and associated regulations.
2. Understanding of Council policies including Contract Procurement and Procedure rules.
3. Track record in cost management experience within construction using various forms of contract, ideally JCT and NEC.
4. Knowledge and understanding of project financial management principles including cost estimating, forecasting and reporting.
5. Knowledge of schedule of rates and work valuation methods and principles.
6. Knowledge and general understanding of construction project procurement methods including national frameworks e.g. ESFA, Southern Construction Framework, London Construction Programme and London Housing Consortium.
7. Highly proficient with MS Excel and knowledge of project planning tools such as MS Project.
8. Excellent communication skills with the ability to communicate effectively both verbally by explaining contractual obligations to lay people and in writing by producing concise, factual and clear reports including tender reports and project cost reports.
9. Able to demonstrate a high standard of service delivery and proven communication skills with the ability to present data and information to a diverse range of internal and external bodies, including community groups, schools, private sector partners, contractors, consultants and government agencies.
10. Excellent knowledge and application of health and safety regulations, equality and diversity policies.
11. Experience in the Education sector working with a Local Authority.
Essential qualification(s) and experience
12. Degree qualified or equivalent.
13. 3 to 5 years’ experience in Quantity Surveying.
14. Chartered Member of the RICS or currently progressing towards achieving Chartered status.





2
Values and behaviours
	Improved life for residents
	Trustworthy
	Collaborative
	Innovative
	Accountable

	· Is passionate about making Ealing a better place

· Can see and appreciate things from a resident point of view

· Understands what people want and need

· Encourages change to tackle underlying causes or issues
	· Does what they say they will do on time

· Is open and honest

· Treats all people fairly
	· Ambitious and confident in leading partnerships

· Offers to share knowledge and ideas

· Challenges constructively and respectfully listens to feedback

· Overcomes barriers to develop our outcomes for residents
	· Tries out ways to do things better, faster and for less cost

· Brings in ideas from outside to improve performance

· Takes calculated risks to improve outcomes

· Learns from mistakes and failures
	· Encourages all stakeholders to participate in decision making

· Makes things happen

· Acts on feedback to improve performance

· [bookmark: _Int_tfwEa8Yk]Works to high standards
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