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JOB PROFILE

Job Title:
Fixed Term Trainee Technician   
Team:
Valuation  

Location:
Glendevon House, Castle Business Park, Stirling
Eval Ref:
A4631 
Grade:
G02
OVERALL PURPOSE AND KEY FUNCTIONS

To assist Valuation staff in survey and inspection of property.
MAIN DUTIES AND RESPONSIBILITIES
The jobholder will be expected to:-
· Assist Valuation staff in survey and inspection of property which will involve site visits. 
· Undertake the calculation of areas and keeping records of property. 

· Maintain the property filing system and computer property records by keeping files, records and plans up to date. 

· Undertake training pertinent to the job of Technician. 

· Any other duties the Divisional Assessor may from time to time determine.    
Judgements and Decisions

The job predominantly involves working within defined CSVJB policy guidelines/established procedures and instructions. The jobholder will be expected to use their initiative to deal with routine problems and to make routine decisions. Supervision and/or guidance is readily available as and when required. 
Initially the jobholder will be heavily supervised.  As they progress the jobholder will have much more freedom to act in the role.
knowledge, skills, experience and qualifications 
Essential 

· Entrance requirements for a suitable qualification in a property based discipline, for example a NC in a related discipline, minimum one Higher level pass and relevant passes at Standard Grade, or Credit/National 5 in relevant subjects, including science/technology. 
· Literacy and numeracy skills. 

· Analytical and problem solving skills. 

· Basic standard of report writing skills. 
· Ability to work under pressure and to strict deadlines. 

· Computer literate with good knowledge of Microsoft Office including Word and Excel.
Desirable
· Driving licence & access to a car
· Experience in a customer service environment

· Experience of Team Working

· Experience in measurement and preparation of plans

· Experience in an Assessor’s or similar service

Accountabilities / special features
Accountable to the Divisional Assessor, this post is responsible for the provision of a support service to the Valuation Team e.g. survey and inspection of property.
The jobholder will be expected to participate in on the job training. Time will be given to attend appropriate job related training courses.
supervisory relations
None. 
personal contacts

Internal:
Valuation & Administration teams.   

External:

Finance, Planning & Building departments of Local Authorities and members of the public.  
Health and Safety
Central Scotland Valuation Joint Board follows Clackmannanshire Council's Health & Safety Policy. The Policy was introduced to ensure that the organisation takes all practicable steps for the health, safety and welfare of its employees whilst in the workplace. The Assessor's Personnel Policies and Procedures Manual includes full details of health and safety guidance and staff should ensure that they are familiar with the information. It is the responsibility of each employee to safeguard themselves and others by exercising care within the working environment. 

Equal opportunities
Central Scotland Valuation Joint Board has an Equal Opportunities Policy, which is applicable to all staff. The postholder is encouraged to highlight any procedures and practices, which do not meet the objectives of the Central Scotland Valuation Joint Board's Equal Opportunities Policy. Equal opportunities will apply to all personal development. 

Authorisation
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Signed  
(Interim Assessor)           12/9/2024 (Date)
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