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Job Description Form
Regional Asset Manager

Position Details	
Position Number:		Generic
Classification:		Level 5
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing Policy and Development / Housing Services / Various
Location:			Metropolitan and Regional WA
Classification Date:	June 2016
Effective Date:	September 2025

Reporting Relationships
This position reports to:
Regional Manager, Various, Level 8 /
Manager Housing Services, Various, Level 6 /
Manager Property Maintenance, Various, Level 6

Positions under Direct Supervision:
This position may supervise a small team.




Role Statement
The position is responsible for managing relationships with contractors and consultants to ensure projects are completed on time and within budget for building maintenance, building improvements and minor new construction works. 
The role is accountable for the completion of contract development and administration tasks in support of project work, and for the compliance with legislative and policy requirements. 
Additionally, the role involves conducting building assessments, managing technical investigations and preparing technical reports.


Position Duties and Responsibilities

1.	Project Management 
1.1	Manages projects for building maintenance, building improvements and minor new construction works and ensures completion on time and budget. 
1.2	Conducts Feasibility Studies, prepares project briefs and estimates for alternative programs.

2.	Asset Management 
2.1	Engages consultants from established panels and manages the preparation of contract documentation and the administration of contract consultants. 
2.2	Prepares preliminary tender documentation from templates and completes contract documentation for tendering works. 
2.3	Tenders works, assesses submissions and prepares recommendations for the engagement of contractors. 
2.4	Conducts site inspections. 
2.5	Manages and administers contracts in accordance with documentation, issues directions and variations, approves claims for payment and issues completion certificates. 
2.6	Resolves medium complexity contractual disputes. 
2.7	Prepares contractor and consultant performance reports. 
2.8	Assists the regional management team in developing and controlling the region’s refurbishment, redevelopment and property acquisitions programs.



3.	Maintenance Services 
3.1	Develops schedules and implements asset management strategies for the region’s rental housing stock. 
3.2	Coordinates building condition assessments. 
3.3	Contributes to the development of annual maintenance programs and budgets. 
3.4	Assesses and reports on unplanned repairs and breakdowns and attests to the value of contracts claims for payment. 

4.	Technical and Staff Supervision 
4.1	Conducts technical investigations, researches issues and prepares reports. 
4.2	Promotes a high standard of equal opportunity, personal conduct, and work health and safety in the workplace. 
4.3	Provides the day-to-day supervision of staff, undertakes performance monitoring and staff development.



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with the Department’s Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Department’s performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.


Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	Qualification relevant to the building industry and/or extensive knowledge and technical experience in the building industry. 
2.	Experience with preparing Contract documentation, estimating and calling and assessing tenders within the building industry. 
3.	Extensive experience managing Contracts in the building industry. 
4.	Demonstrated staff supervision and management experience with the ability to organise workloads to meet deadlines and targets. 
5.	Well-developed verbal and written communication skills including negotiation and mediation skills. 
6.	Well-developed analytical and problem-solving skills. 
7.	Demonstrated ability to work effectively with clients, Contractors and Consultants.


Essential Eligibility Requirements / Special Appointment Requirements 

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Possession of a current Western Australian 'C' or 'C-A' Class Driver’s Licence or equivalent, and the ability to travel in response to organisational needs.  This requirement continues for the duration of employment in this position and from time-to-time production of the licence may be required upon request by the Department.
3.	Candidates possessing international qualifications must provide assessment by the Overseas Qualification Assessment Unit (OQU) from Department of Workforce Development and Training WA or OQU assessment from another state for approval as an equivalent by the Executive Director, Department of Commerce.
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