
Job description

Date:			18 March 2025


Department:		Property and Projects

Post ID number:	PREMIP001

Section:			Estates Management 

Job title:				Industrial Placement – Estates Management

Grade:			Grade 1



Main purpose of job

To assist with the management and development of the council's property portfolio as directed by the Estates Management Unit.

To perform such duties and tasks assigned to the post in accordance with specified time and quality targets.

Summary of responsibilities and personal duties

1. To assist with estate management duties, including the management of the council's industrial estates at Balmoral and Duncrue: the Gasworks Site and other land or property holdings that are the responsibility of the Property and Projects Department.  This includes requests for subletting, assignment and building works, and assessment and apportionment of service charges. 

2. To assist with the negotiation and agreement of terms for lettings, acquisitions or disposals of land and buildings on behalf of the council, in conjunction with the Estates Surveyors and the Estates Officer.

3. To provide advice as required to other council departments on the management, development, acquisition and disposal of lands.

4. To assist with maintaining the information databases of the council's holding of land and buildings and assist with the updating of the council's Property Audit (register of council properties), and the Asset Register.

5. To assist with rating appeals on council property.

6. To research planning applications as directed.

7. To assist with the collation of property related information as required.

8. To prepare maps for property acquisition and disposal including assistance with both mapping and boundary enquiries utilising computer based GIS.

9. To assist as required in investigations about the location ownership and availability of properties required for council or other purposes.

10. To undertake site inspections of land and buildings within the council’s corporate landbank. 

11. To update the council’s Asset Management System a computer based record of our property portfolio.

12. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

13. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

14. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

15. To undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.


Employee specification

Date:			February  2026
_______________________________________________________________________

Department:		Property and Projects

Post ID number:	PREMIP001

Section:			Estates Management 

Job title:				Industrial Placement – Estates Management

Grade:			Grade 1

_______________________________________________________________________

Essential criteria

Qualifications

Applicants must, as at the closing date for receipt of application forms, be second year undergraduate students studying for an Honours degree in a relevant subject such as: Real Estate, Property Investment, Appraisal and Development and be eligible to undertake an industrial placement in 2026/27.

The appointment will be subject to official confirmation of successful completion of all second-year undergraduate examinations. 

Special skills and attributes

Applicants must be able to demonstrate that they possess the following special skills and attributes which may be tested at interview:

Customer care skills: the ability to respond appropriately to all customers including members of the public, council officers and elected representatives in a helpful and positive way, creating a good impression and enhancing the reputation of the council.

Information technology skills: the ability to use a range of standard Microsoft Office programmes for word processing, spreadsheets, presentations and databases.

Oral communication skills: effective oral communication skills with the ability to convey information and listen, and respond to, requests from members of the public, council officers and elected representatives.

Team working skills: the ability to work effectively and collaboratively with others as a member of a team with the ability to work unsupervised on their own initiative as required.

Technical knowledge: a good understanding of property related issues.

Work planning skills: the ability to plan own workload and to achieve team and individual work objectives, ensuring accuracy and attention to detail.

Written communication skills: a high level of literacy with the ability to develop effective internal and external written communications in clear language.
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