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JOB PROFILE  AND PERSON REQUIREMENTS 

	JOB TITLE: Commercial Property Agent

	GRADE: 
8
	Evaluation Date: 
8 May 2026
	Evaluation Result: 
282
	NC5096



ROLE AND PURPOSE
The post holder will work within the Valuation & Consultancy team to provide an integrated professional property advice service to other departments within Hull City Council and to actively dispose of surplus property assets to achieve annual capital receipt targets. 
They will be the first point of contact for all parties interested in acquiring available surplus property assets and will work with the Valuation & Consultancy team to assist in the development and delivery of a highly efficient and effective service.
They will develop social media platforms marketing the available property and generating potential leads. The postholder will produce marketing particulars, organise viewings of available properties, negotiate disposal terms, carry out AML and credit checks, liaise with legal services and work with the team to maximise capital receipts.
They will work with the Estates Team to support the delivery of the Council’s Corporate Plan, Corporate Property Strategy and Service Area objectives in relation to the corporate property estate.  

PRINCIPAL ACCOUNTABILITIES: 
· Work as part of a team to deliver an integrated professional service to the Council 

· Provide an effective and responsive “first point of contact” for all potential purchasers. 

· Coordinate the marketing of surplus property assets, update enquiries database and prepare regular progress reports. 

· Respond to enquiries, arrange and attend viewings with potential purchasers and understand the complexities of the properties so as to be able to answer direct questions arising from the viewing such as price, tenure, size, rates, etc.

· Develop the team’s exposure on social media and update social media with good news stories and available commercial properties.

· Manage database systems and provide timely and accurate information that contributes to the reporting system. 

· Preparing accurate marketing particulars, maintain the Council’s property web portal and promote the Council and available properties using social media.

· Undertake the negotiation of disposal terms with purchasers

· Respond sensitively to customers and make informed and impartial decisions whilst following the Council’s policies, procedures, and legislation to manage all casework 

· Maintain the confidentiality of information in accordance with the Council’s data protections policies.

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. 

Additional information:
The post holder must be capable of prioritising and managing their own workload with minimal guidance, using their own initiative in order to independently commence tasks and complete work within deadlines/targets set.
All activities must be undertaken within the parameters of the Council’s Health & Safety Policies and the quality management systems, whilst utilising appropriate information technology systems for the management of the property portfolio to ensure regulatory/statutory compliance & provide high quality customer service so that customer service is improved, “best value” is assured and there is regulatory & statutory compliance.
Political Restriction - THIS POST IS NOT POLITICALLY RESTRICTED
GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties and responsibilities of a similar nature commensurate with the grade and requirements of the post, as and when required, throughout the various workplaces in the Council. 



ESSENTIAL CRITERIA
The application form will be assessed against the job role essential requirements to progress to the shortlisting process. 

Qualifications:
· Level 4 Certificate in Property Agency Management, or equivalent, or recent proven experience working within the property sale environment.
· Maths and English plus 3 other Level 2 qualifications minimum grade 4/C or above or equivalent
· ECDL or equivalent experience
· Full Driving Licence

Knowledge:
· An in-depth knowledge of UK legislation affecting the property disposal process
· A thorough understanding and working knowledge of property legal title and its disposal/transfer process.
· General understanding of residential and commercial landlord and tenant law.

Experience:
· High-level agency management within a complex, fast-paced property environment, including examples of exercising professional judgement to resolve issues independently, enabling senior colleagues to focus on strategic priorities.
· Successful engagement with property buyers, developers, investors, members of the public, and senior officers from partner organisations and key stakeholders, ensuring effective communication and resolution of property-related matters.
· Handling property-related issues, including the ability to interpret property Title, leases, financial information, and compliance requirements to support asset management and capital receipt strategies.

Skills:
· Demonstrable expertise in the use, configuration, and development of property-related information systems. Skilled in extracting, analysing, and interpreting data from complex databases and spreadsheets to inform decision-making and optimise portfolio performance.
· Ability to prepare clear, accurate reports, valuations, and financial analyses to support strategic property decisions.
· Excellent IT skills, including knowledge of Microsoft packages
· Ability to work on own initiative and as part of an effective team.
· High level of integrity and confidentiality

Interpersonal/Communication Skills:
· Excellent oral communication 
· Good written and numerical skills
· Able to communicate effectively and deal with sensitive issues in a positive manner
· Maintain a professional image

DESIRABLE CRITERIA
Where there is a high number of applications that meet the essential requirements, the desirable requirements maybe used as part of the shortlisting process.


Qualifications:
· [bookmark: _Hlk227827414]2 subject A level grade C or above or equivalent qualifications
· Level 6 Diploma (Residential Surveying & Valuation)
· NAEA Propertymark membership
· AssocRICS; MRICS; FRICS

Knowledge:
· Knowledge and understanding of the Data Protection Act and the Freedom of Information Act.
· An understanding of the City Council’s commercial property portfolio
· A working knowledge of the political structure of the City Council and the reporting/decision making procedures

Experience:
· [bookmark: _Hlk227827792]Demonstrable expertise in the use, configuration, and development of property-related information systems. Skilled in extracting, analysing, and interpreting data from complex databases and spreadsheets to inform decision-making and optimise portfolio performance.
· Track record of establishing and maintaining robust systems that enhance efficiency, ensure compliance, and support the delivery of high-quality property services.

Skills:
· Proven ability to manage complex workloads and competing priorities with minimal supervision, applying professional judgement to meet challenging objectives and deadlines in a dynamic property environment. 
· Ability to work accurately to deadlines with attention to detail

Interpersonal/Communication Skills:
· Ability to respond positively and function effectively under pressure, prioritising tasks and maintaining a professional image
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