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Person Specification

	Job title:

	Divisional Valuer

	Job Family/
Grade/Level:
	BS5 Grade 8

	Summary of role:
	<<to be read in conjunction with relevant role profile>>
Based within Financial Services, Assessors & Electoral Registration Office, you will ensure that all of the statutory requirements of the Valuation Acts, Representation of the People Acts and Council Tax legislation are delivered to the highest standard within the parameters of Best Value, providing expert advice and representing the team both internally and externally.
Key responsibilities will include:
· Supporting the Principal Surveyor in the operational management of a section within the Division.
· Attending hearings of the Local Taxation Chamber, the Lands Tribunal, the Lands Valuation Appeal Court and appeals before the Court of Session.
· To carry out HR Policies & Procedures when assisting Principal Surveyor.
· Preparing and organising cases to be heard by the Local Taxation Chamber, Lands Tribunal, Lands Valuation Appeal Court and Court of Session.
· Providing support to the City Assessor and Electoral Registration Officer as required.




	Criteria
	Essential
	Desirable
	Evidence

	Education, qualifications  & training
	Member of the Royal Institution of Chartered Surveyors
	

	|X| App. Form
|X| Certificate(s)

	Skills


	· Excellent communication skills and ability to manage client relationships
· Ability to organise varied workload to meet deadlines
· Ability to influence, communicate and implement complex organisation change and empower others
· Ability to deliver and successfully implement operational plans to support the Council’s objectives
	· Demonstrate professional character to command confidence of all key stakeholders
· Show resilience in a  range of complex and demanding situations
· Highly motivated to improve Council’s performance by developing service improvements
· Comfortable with and prepared to take calculated risks to achieve medium term service improvements and goals
· Displays innovation and vision with strategies to improve service delivery
· Demonstrate a proven track record in leadership and people management
	|X| App. Form
|X| Interview
|X| References


	Knowledge


	· Substantial specialist knowledge of the law and practice of the Valuation Acts and knowledge of the Representation of the People Acts
	
	|X| App. Form
|X| Interview
|X| References


	Other


	· Substantial experience of Valuation for Rating.
· Demonstrates commitment to Continuous Professional Development

	
	|X| App. Form
|X| Interview
|X| References
|X| CPD record



	Criteria
	· Essential
	Desirable
	Evidence

	Providing Excellent Customer Service – Customer Orientation
Level 2
	· You treat your customers fairly and consistently
· You provide a professional, quick, polite and high-quality service
· You are aware of customer expectations and take steps to measure satisfaction and identify solutions and required changes. 
· You deliver more than you promised, and try to exceed expectations
· You make sure there is continuity of service, as far as possible
	You can work effectively with your team, customers and third-party organisations 


	|X| App. Form
|X| Interview


	Providing Excellent Customer Service – Forward Thinking
Level 3


	· You are keen to set direction with your knowledge of public and private sector approaches and ensure change happens through collaborative working. 
· You form contingency plans, so that people can cope if things go wrong
· You learn how to improve customer service in the Council, by keeping up to date with other approaches in the public and private sector
	· You act on your own initiative and sort out difficult situations or problems without having to be asked

	|X| App. Form
|X| Interview


	Delivering Results – Planning
Level 3

	· You have the right skills to manage projects and various work streams successfully, ensuring goals and results are achieved with appropriate resources and within budget constraints. You produce complete, detailed, and realistic project plans
· You make sure that your own action plans support the Council’s overall objectives
· You check and review your plans to make sure they’re still effective and progressing well against agreed timescales
· You think in advance about future and longer term demands, and put effective plans in place to meet these

	
	|X| App. Form
|X| Interview


	Personal Effectiveness – Communicating
Level 2


	· You get on well with people, by explaining your ideas clearly using effective and appropriate communication methods, so that they understand you
· You share relevant and important information on time, with your team
· You are happy to say what needs to be said, and you’re tactful when you need to be
· You choose the best way of communicating (such as writing or face-to-face), and use the right words for your audience and situation
· You speak confidently, and hold people’s attention
· You explain why decisions have been made and use examples to support them
· You give a good impression of the Council when dealing with non-employees
· You produce clear, concise, and easily understood written communications
	· You keep yourself and your team focused on the most important things, but let other people express their views
	|X| App. Form
|X| Interview


	Personal Effectiveness – Influencing
Level 2


	· You are confident and assertive when you put your views across to other people
· You’re prepared to stand by your views, even if others challenge you
· You work with people effectively at all levels, using well developed influencing and interpersonal skills. 
· You can explain your views in different ways, if people disagree with you
· You use facts, good reasons, and your own strong feelings, to get people to agree with you
· You think about the impact of actions on other people
· You anticipate problems and plan, in advance, how to deal with them.
· You get other people to make decisions with you, and gain their agreement
	· You adapt the way you talk to people to make sure they understand you

	|X| App. Form
|X| Interview


	Personal Effectiveness – Decision Making
Level 2

	· You can analyse data and information to make sensible decisions, providing recommendations where required
· You base your decisions on what you understand and assume about the information you have
· You involve your team in helping to make decisions or plans, and value people’s contributions
· You are focused on what you need to achieve, and not distracted by less important things
· You are responsible for your own decisions
	
	|X| App. Form
|X| Interview


	Leadership – Providing Support
Level 3
	· You have a collaborative working style and work effectively to create a culture of support and where personal development is valued. You give regular and helpful feedback to other people
· You are a supportive and open leader.
· You allocate work appropriately and give praise as well as identifying and addressing poor performance 
· You recognise when other people need support, and offer to help them
· You actively give people the opportunity to gain experience for their own development
· You act as a coach and mentor to other people
· You create a “climate” of support and accountability, rather than blame
· You hold regular, structured meetings with your employees, to help them with their personal development
· You talk to your employees about their feelings and motives, as well as the tasks they must do
· You can spot potential in other people, and you support their development in other Services across the Council
	
	|X| App. Form
|X| Interview
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