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JOB SUMMARY
Under the direct supervision of the Property Manager (GMG/SEG 3), the Property and Building Officer will be responsible for overseeing the construction, maintenance, and renovation activities of the National Insurance Fund's Investment Properties. This role requires ensuring compliance with building codes, regulations, and safety standards, as well as coordinating with contractors, architects, and relevant stakeholders. The officer is responsible for performing infrastructural engineering project planning and coordinating duties that include tendering and specification development, planning, designing, construction and maintenance related to the NIF’s Investment Properties. 
KEY OUTPUTS

· Attend meetings;

· Surveys conducted and data gathered;

· Technical/Monthly Reports prepared/reviewed;

· Operational and Management Systems developed;

· Projects completed;

· Recommendations and technical advice provided;

· Information disseminated;

· Contracts Drafted;

· Machinery, equipment and services procured;

· Budget, schedules and project issues managed;

· Technical construction specification prepared;

KEY RESPONSIBILITY AREAS
Construction and Renovation Management:

· Manage construction and renovation projects of National Insurance Fund properties from initiation to completion.

· Review architectural and engineering plans, ensuring compliance with building codes, regulations, and safety standards.

· Coordinate with contractors, architects, and other relevant parties to ensure timely and cost-effective project execution.

· Conduct periodic inspections to monitor the progress and quality of construction or renovation work.

Maintenance and Repairs:

· Develop and implement a preventive maintenance program for National Insurance Fund properties.

· Coordinate and oversee repairs and maintenance activities to ensure the safety, functionality, and aesthetics of buildings.

· Maintain accurate records of maintenance activities, including schedules, costs, and completed work.

Compliance and Regulatory:

· Stay updated on building codes, regulations, and industry best practices to ensure compliance.

· Review and approve building permits and other regulatory documentation.

· Coordinate inspections with relevant authorities to ensure compliance with safety and environmental standards.

Budgeting and Cost Control:

· Participate in the preparation of annual budgets for construction, maintenance, and renovation projects.

· Monitor project expenditures, track costs, and ensure adherence to approved budgets.

· Identify cost-saving opportunities and recommend cost-effective solutions.

Stakeholder Management:

· Collaborate with internal departments and external stakeholders to understand their building requirements and coordinate related activities.

· Liaise with government agencies, contractors, architects, and other professionals involved in construction and maintenance projects.

· Address stakeholders' concerns, provide updates, and maintain positive relationships.

Management/Administrative Responsibilities
· Represents the NIF at meetings, conferences and related forums;

· Participates in the strategic planning, operational plans for the Real Estate & Property Department;
· Provides technical advice and support to the Property Manager, Director Real Estate and Transition Manager.
· Participates as a panelist for selection of contractors;

· Manages project issues, budget and schedules;

· Reviews and critiques proposed changes to engineering standard, policies or details.

· Participates in tender, reviews and preparation of report.
.
Technical/Professional Responsibilities
· Prepares technical construction specifications which include design technical drawing sketches;

· Manages construction documents printing process;

· Meets with contractors, general public, developers and interest groups regarding building and renovation projects, engineering regulations, standards or polices;

· Monitors the activities of contractors to ensure timely delivery of projects;
· Prepares and schedules rehabilitations and maintenance works;

· Participates in the preparation of standards and guidelines for casual works;

· Performs routine evaluation of proposals per contractual works;

· Supervises the construction of projects to ensure buildings constructed are in accordance to drafted plans;
PERFORMANCE STANDARDS

· Surveys conducted and data gathered within the specified timeframe;

· Reports are accurate and comprehensive and produced with the specified timeframe;

· Sound Operational and Management Systems;
· Accurate and sound recommendations and technical advice provided upon request;

· Projects successfully completed within the specified timeframe;

· Machinery, equipment and service procured are in accordance with the required policies and guidelines and produced within the specified timeframe;

· Contracts are monitored on a ongoing basis to ensure adherence with regulatory policies and standards;

· Budget, schedule and project issues effectively managed and conform with government policies and procedures;

· Specifications for building construction and renovation are accurate and produced within the agreed timeframe.
.
REQUIRED COMPETENCIES
Core

· Excellent oral and written communication skills

· Good customer relations skills

· Good time management skills 

· Good negotiating skills

· Strong inter-personal and analytical skills

Technical

· Project Planning and Management Skills

· Proficiency in Computer Applications including Auto CAD and Microsoft Project and other Microsoft Applications

· Competence in designing and interpreting engineering drawing, briefs, diagrams
· Sound knowledge of safety regulations and programmes.

· Excellent knowledge of Engineering works and Surveying Techniques

· Sound knowledge of The National Building Code
· Experience working in government or public sector organizations is preferred.

MINIMUM REQUIRED QUALIFICATION AND EXPERIENCE

· Bachelor’s Degree in Construction Technology or Property Management;
· Three (3) years’ experience in Building and Property Maintenance or Construction;
SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· Holder of a Valid Driver’s License
· Extensive travelling island wide
· Exposure to sun, dust, water and noise

· Inspects work sites
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