Assistant Quantity Surveyor
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The Assistant Quantity Surveyor will provide high quality administrative support to maintain the commerciality of the service by administering third-party payments due to whg.

Working to support the Commercial Manager you will submit accurate and timely payment applications or invoices in respect of grant applications, leaseholder consultation or updating and collating fees due from commercial leases.
You will provide general administrative support to update systems, maintaining accurate financial records and liaise across the wider asset investment team to ensure we maintain accurate records in support of income recovery.





_____________________________
What are my key responsibilities?
· Asset financial Performance Monitoring and Reporting: Capture, collection, update, process and manage data on financial aspects including grant claims, section 20 leaseholder consultation, leases and licences, wayleaves and other costs due from our secondary asset portfolio.
· Data Management: Accurately record and update financial data in the asset management and financial systems. Prepare detailed reports, utilising accurate data to inform our financial performance.
· Compliance and Risk Management: Ensure all claims align with third party agreements.
· Stakeholder Engagement: Liaise with tenants, contractors, and other stakeholders to coordinate financial claim activities. Communicate findings and recommendations clearly to all parties. 
· Project Support: Working as part of a team to support the planning and delivery of investment projects. Provide support with grant or financial applications, ensuring cost recovery is compared and reported against the budgetary expectations.
· Data Analysis and Reporting: Prepare detailed reports and presentations on asset performance and options appraisals.

· Budget Management: Work closely with the Finance team to update budgets and forecasts where relevant.
· Digital: update property records within the GIS system ensuring records are accurate and up to date.








_____
Relationships
· You will report to the Commercial Manager, and work as 
part of a team focussed on improving financial performance.
. 

· You’ll be expected to work collaboratively with colleagues 
across the wider 
business to maintain accurate financial 
reporting.
. 
· You’ll also maintain effective relationship with external stakeholders such as funding organisations.






______________
Role Requirements: 
· The role is suitable for a graduate with a commercial degree with little or no experience but with a keen interest in Quantity Surveying within construction. 
· A good general standard of education including GCSE English and Maths at grade C or equivalent level 2 qualification or qualified by experience to equivalent level.
· Excellent communication skills, both written and verbal.
· Good organisational and time-management skills.
· Ability to work under pressure and manage multiple requirements.
· Knowledge of the asset management function within a registered social landlord or similar.
· Ability to work as a team and individually to achieve common goals and improve quality of service(s).
· Strong attention to detail.
· Empathy for and a good understanding of our customer base, with the desire to always do the right thing for our customers.
· The ability to produce standard reports.
· A good understanding of data and data collection.




_____________________
whg’s values and behaviours

At whg we have an ambitious aim to be an exceptional place to work that attracts, develop and retains talent. We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in our 2030 plan identify the behaviours that we expect all colleagues to display at whg. 
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	Trustworthy

You can rely on us. We are honest in everything we do.
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	Accountable

Taking responsibility for our actions and owning the delivery of our promises.
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	Excellent

Striving to be the best and delivering the best outcomes for customers and the organisation.
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	Respectful

Valuing people and treating everyone with empathy and fairness.
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	Collaborative

Achieving great things by working together.


Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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