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Unit 3 Cultybraggan Camp, Comrie, Perthshire, PH6 2AB
Tel: 01764 670769





JOB DESCRIPTION
Post Title: 

Estate Manager

Line-managed by: 

CDT Chair

Responsible to: 

CDT Board

Accountable to:

CDT Board

Salary and Hours: 

£15,000 for 22.5 hours per week (£25,000 pro-rata).  Days and hours are flexible.  Some evening and weekend work may be required.
Responsibilities:

The Estate Manager will be responsible for work at Cultybraggan Camp, including:

· Developing and implementing further infrastructure improvements, including the broadband connections, electricity & water network upgrades and sewage.

· Working with multiple tenants on site, to support their business needs, ensure the leases are being adhered to and the units are fit for purpose.

· Maintenance of the Camp’s existing Infrastructure and progressing planned developments through to completion. To include entrance upgrade works, car parking expansions, tree planting, peace garden developments. 

· Implement the advice of our sub contracted Health and Safety Advisor to ensure the site’s efficient management and compliance to regulations.

Tasks:

The tasks of the Estate Manager will include: 

1. Expand business, commercial and community uses of site properties; and support work to promote the site for enterprise development. Utilising modern media outlets.

2. Maintaining communications with local/statutory authorities, PKC Planning Department and the Council’s Conservation Officer.

3. Managing contractors on site and keeping thorough records of works, and ensuring the work conforms to CDM and building regulations, established environmental and conservation standards. 

4. Delivering estate reports to all stakeholders at regular intervals on progress, problems and solutions to be presented. This will also be in the form of a fortnightly Estate Management Working Group meeting attended by Board members.

5. Manage the Hut incomes potential; with the commercial side supported by our Land Agent and the Repair and Lease Scheme managed by the Estate Manager. To include all tenant interactions and enforcing schedules of repair and tenancy agreements.

6. Managing a routine inspection schedule and enforce CDT’s policies and lease conditions.  

7. Supporting Trustees in decision-making and other governance functions related to the estate management.

8. Create and maintain good relationships with a diverse group of stakeholders.

9. Representing the interests of the Community Development Trust at all times.
10. Liaise with project team funders.
11. Carrying out such other tasks as the CDT Board might determine.

Skills and Qualifications:
Degree holder with appropriate qualifications
Knowledge and experience of utilising CDM regulations

Knowledge of project management techniques and tools an advantage

Direct work experience in estate management capacity

Knowledge and experience of relevant IT systems 

Good organisation and communication skills

Analytical approach, highly numerate and literate

Qualified driver with a full, clean drivers licence.

Key competencies:
Critical thinking and problem-solving skills

Planning, organizing and decision-making

Skills in communication, influencing and leading

Good team worker with ability to delegate as necessary 

Skills in negotiation and conflict management
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