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                                       Job Description

	Post title
	Assistant Director – Assets 
	Grade
	Assistant Director 

	Directorate
	Operations 
	Post ref
	



	Overall job purpose

	To ensure the delivery of a customer-focused, safe, compliant, data-driven, and value-for-money asset investment and facilities function for the Council. Covering long-term investment plans, large-scale procurement, and project management for non-domestic assets/buildings, commercial investment properties, facilities management, and carbon reduction works and strategies.



	Reporting relationships

	Reports to:
	Executive Director – Operations

	Responsible for: 
	Strategic Assets (including facilities and car park management)
Commercial Investment Team (including management of out-of-district investment properties and in-district leased assets)
Assets Team (Facilities Management, including maintainable and reactive repairs)
Energy procurement and provision
Climate Change Strategy



	Key tasks and responsibilities – post specific

	. 

	Oversee the Commercial Investment Team, providing strategic leadership to manage a portfolio of out-of-district investment properties (valued at £44.3 million) and in-district leased assets (143 properties generating £2.9 million annual income), including lease negotiations, rent reviews, tenant relations, valuations, debt recovery, and compliance with RICS standards and Local Government Act requirements. Address governance gaps, to mitigate financial losses and enhance cross-directorate coordination.

	Drive a data-driven focus on the out-of-district portfolio, conducting regular reviews of asset performance regearing leases for stability, and optimizing income against MRP obligations to support financial sustainability goals.

	Establish performance monitoring frameworks for the Commercial Investment Team, including key indicators for rent arrears reduction, missed rent reviews, and service charge alignment with actual costs, to minimise financial leakage and enhance revenue sustainability.


	The compilation and control of capital and revenue budgets and programmes required for new build, refurbishment and maintenance of the authority's properties. Specifying, procuring, appointing, management and review of contractors, consultants and other specialist support as required.

	The collection of appropriate data and the effective maintenance of the council's public building stock, including stock condition appraisal and the formulation of a planned maintenance programme, in conjunction with the Council’s responsive repairs service, to shift the balance of maintenance from responsive to planned.

	The management of the Central Offices, Community centres and in conjunction with the strategic asset owners of other council premises, including maintenance, operation, caretaking, cleaning and security where applicable.  Preparation, specification, administration and review of planned maintenance contracts and agreements within approved budgets.

	Implementation of approaches to minimise energy usage in respect of the Council's public buildings stock, which includes residential housing stock, houses in multiple occupation etc. all in accordance with energy conservation legislation, overseeing the management of data and information relating to energy performance and efficiency for utilisation in Improvement and Investment programmes and funding opportunities that may become available.

	To apply for bid funding (or provide data to consortia) in order to better the Council’s domestic and non-domestic assets. Then oversee the delivery of such programmes.

	To monitor, report and act upon key building and health and safety data relating to the council’s domestic and non-domestic stock and liaise with the Risk Manager to ensure adequate management of Health and Safety, both in the workplace and on site, including full compliance with the Construction (Design and Management) Regulations.

	Investigate and be aware of the changing needs of service users, the Regulator, Ombudsman  and Government Agencies, and react and respond to those changes by developing and implement appropriate policies, practices and priorities. 

	Oversee the gathering, preparation and submission of appropriate statistics, information and data reports as required to meet the Council’s or Governments obligations. Including Decent Homes, Carbon Audits and preparation and submission of annual Energy Conservation reports as required by the government.

	Work with the Finance Team to produce an annual capital budget based on stock condition information and analysis, local priorities, current and future legislative requirements and availability of funds.

	Lead the Council’s Climate Change plan and strategy, ensuring the engagement and commitment of all council departments to achieve actions within the plan.



	Key tasks and responsibilities – corporate

	To live and breathe the Corporate Values.

	To provide a strong vision and delivery ethos for the Service areas of responsibility, bringing innovation, creativity and forward thinking approaches, whilst ensuring that strategies are well evidenced and evaluated.

	To lead, the delivery of Corporate Plan priorities and Service targets.

	To work closely with the Executive Director and Corporate Leadership Team, relevant Elected Members, to provide and develop the services under your remit and responsibilities within the overall Policy Framework and Constitution of the Council.

	To ensure robust data and performance management and monitoring is embedded across all areas of responsibility.

	To attend meetings of the Cabinet, Council, Overview and Scrutiny Committees and other corporate committees and working groups, providing necessary briefing as required.

	To represent the Council at meetings with partners and other public and private sector agencies, voluntary groups and individuals at a local, regional and national level as required, helping to influence policies and strategies relevant to Ashfield.

	To be responsible for Strategic Assets within your service areas.

	To participate in Civil Contingency planning and development as specified and provide senior management cover out of hours as required.

	To promote equal opportunities and equality of opportunity across the range of services delivered by the Service Area.

	To undertake any other duties which may from time to time be reasonably directed by the Chief Executive and Corporate Leadership Team.

	Ensure at all times all Health & Safety legislation requirements are met and that the Council’s Health & Safety Policy, its arrangements and procedures are implemented. This includes, where applicable, taking responsibility for personal health and safety and having regard to other persons affected by the performance of the duties of the post; ensuring that risk management objectives are delivered and other risk management activities effectively implemented and monitored. 



	Employee signature

	This job description represents a statement of the duties of the post but does not include all minor duties. It is inevitable that over time the nature of an individual post will change and existing duties many be lost and others gained without changing the general character of the duties or the level of responsibility. As a result, the Council expects that this job description and person specification will be subject to revision. 

	Employee signature:
	
	Date:
	



Person Specification

	Competencies

	Please refer to the relevant competency framework for more information about the behaviour descriptors for each competency.  All competencies within the relevant framework are applicable to the post and the ones that have prioritised for recruitment are detailed below.

	Competency framework relevant to the post:
	Leadership Level 1 

	
	Assessment

	Seeing the big picture
	E – Application Form / Interview / Test

	Changing and improving
	E – Application Form / Interview / Test

	Making effective decisions 
	E – Application Form / Interview / Test

	Leading and communicating
	E – Application Form / Interview / Test

	Collaborating and Partnering
	E – Application Form / Interview / Test

	Building capacity for all
	E – Application Form / Interview / Test

	Achieving commercial outcomes
	E – Application Form / Interview / Test

	Delivering value for money
	E – Application Form / Interview / Test
	

	Managing a quality service
	E – Application Form / Interview / Test

	Delivering at pace
	E – Application Form / Interview / Test



	Skills
	Essential / Desirable
	Assessment

	Critically analyse asset-based services and formulate innovative and practical solutions to improve the service for customers, regulation, compliance, and value for money
	Essential
	Application Form / Interview

	Create a vision and strategy for the Council’s domestic and non-domestic assets, critically analysing services and formulate innovative and practical solutions to improve, comply and ensure customer satisfaction.
	Essential 
	Application Form / Interview

	Strategically manage commercial investment portfolios, including lease management, rent reviews, and cross-directorate coordination to optimize financial outcomes and mitigate risks: 
	Essential, 
	Application Form / Interview

	Manage facilities management operations, including planned maintenance and reactive repairs, to ensure asset functionality, safety, and compliance:		
	Essential
	Application Form / Interview



	Knowledge
	Essential / Desirable
	Assessment

	Comprehensive Knowledge of commercial property management, including RICS standards, lease negotiations, valuations, and governance requirements under the Local Government Act:
	Essential 
	Application Form / Interview

	A comprehensive knowledge of the processes, procedures and legislation required for the management and administration of  medium to large scale building projects
	Essential 
	Application Form / Interview

	A comprehensive knowledge of the processes, procedures and legislation required for the management and administration of planned maintenance, repairs and refurbishment of property, to ensure decency and compliance.  
	Essential 
	Application Form / Interview

	Comprehensive knowledge of preparation of large scale tenders and procurement of supplies and services
	Essential 
	Application Form / Interview



	Experience 
	Essential / Desirable
	Assessment

	Experience in leading commercial investment teams, overseeing portfolios of investment and leased assets, addressing governance gaps, and reducing financial risks through proactive management:
	Essential
	Application Form / Interview

	Significant experience in gathering and utilising stock and component data to determine the lifespan, investment level, refurbishment, and compliance of social housing stock. Specifying, procuring, and managing the required programmes thereafter.
	Essential
	Application Form / Interview 

	Proven track record of managing and delivering a range of complex programmes and projects leading to demonstrable improvements in outcomes, 
	Essential 
	Application Form / Interview

	Significant experience in the projection, management and administration of large capital and revenue budgets, contracts and partnership arrangements
	Essential 
	Application Form / Interview

	Experience of submitting regional/national bids to assist with asset improvement including carbon reduction and/or regeneration
	Desirable
	Application Form / Interview

	Experience in managing the operation, security and maintenance of large office buildings
	Desirable
	Application Form / Interview



	Qualifications 
	Essential / Desirable
	Evidence

	Educated to Degree Level or equivalent in a relevant subject.
	Essential 
	Certificates

	Member Royal Institute of Chartered Surveyors, Member Chartered Institute of Building or equivalent or willing to become a member by meeting one of the following criteria:
Relevant experience and an RICS accredited degree
5 years of relevant experience and any bachelor’s degree
10 years of relevant experience operating at an advanced level by seniority, specialisation, or in academia.
	Essential 
	Certificates 



	Additional information / other requirements of the post

	· This post is politically restricted under the Local Government and Housing Act 1989
· The post holder is eligible for casual car user allowance.
· The post involves driving and so the post holder will be required to undertake relevant DVLA licence checks.
· The employee will be required to work out of normal working hours / attend evening meetings as part of their role.
· The employee will be required to be part of the emergency rota



	Date produced / last amended

	September 2025



	Equality Act  2010

	The ways in which a disabled person meets the criteria for a post must be assessed as they would be after any reasonable adjustments required had been made. 
If appropriate, disabled candidates should indicate on the application form if they have needs which should be considered at the shortlisting stage. 
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