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Job Description
Employers Agent

	Job title
	Employers Agent
	Directorate
	Development & Commercial

	Location
	Hybrid with a weekly presence in either our Rushden, Peterborough, Boston or Milton Keynes Office.
	Line manager
	Senior Employers Agent



Purpose of the job
The Employers Agent is responsible for administering construction contracts from inception to completion, ensuring accurate and consistent reporting, whilst acting as ‘Ambassador’ for the organisation to build and maintain excellent relationships with partner organisations, demonstrating a high standard of written and verbal communication. Acting as commercial lead on each project, minimising commercial and programme risk whilst maximising programme certainty. 
Key tasks and responsibilities
· Assist Land & New Business Team in assessing specifications and designs for new opportunities and advising where discrepancies exist against Amplius Employers Requirements. 
· Assist Land & New Business Team and Senior Employers Agents in assessing proposed contract terms on new opportunities, providing de-risking advice and producing contract documents. 
· Act as Amplius commercial lead on each project, administering all contractual matters, agreeing and administering regular valuations with the Contractor, ensuring the project offers value for money. 
· Review the technical aspect of the Project Brief with the client, inspect drawings, reports, and specifications, populating the plot handover sheet, advising the team where amendments need to be made to comply with the employer’s requirements in terms of design, and / or cost.
· Aid the client in providing technical advice and support, and prepare Monthly Contract Monitoring Reports in respect of projects noting and advising of any commercial, quality, Health & Safety and programme risks as they arise. Ensure that project risks are assessed, recorded and mitigated at all project stages. 
· Provide regular site inspection reports, and cross-check against agreed drawings, statutory requirements and other details.  
· Arrange, chair and minute regular site meetings.
· Ensure the contractor and professional team are fully aware of the handover procedure, including all documentation and test certificates required.
· Work with the client and contractor to agree how the defects will be administered. Return with the client and contractor to carry out inspections and agree defective work to be rectified at the end of the Defects Liability Period.  Sign off when defects have been remedied and issue a Certificate of Making Good Defects.
· Advance the learning process of a scheme and facilitate, attend and minute a project review meeting at the end of the contract, ensuring lessons learnt are fed back to the Senior Technical Manager for amendments to our Employers Requirements. 
· Represent the client in all aspects of the project whilst being fair and reasonable with the Contractor / Developer in full accordance with the contract.


Scope and impact
Scope:
· Responsibility for leading on all commercial aspects of new build projects, commercial reporting and risk management and for commercial de-risking of new opportunities, ensuring costs are benchmarked and schemes offer value for money.
Impact:
· Providing Client teams with accurate and up to date project reporting information,  enabling a consistent approach to projects,  and an ongoing improvement in the certainty of delivery of our Homes
· Ensuring the wider Amplius Business is provided with accurate specification information on individual plots in our development programme. 

Key relationships
· Land & New Business team on new opportunities
· Senior Employers Agents to monitor all commercial aspects of project delivery. 
· The delivery team to maximise certainty of delivery
· The Clerk of Works team to maximise quality at all stages of build. 












Personal Specification
Employers Agent
The values outline the key expectations of all colleagues. Used together, the Person Specification and values will ensure new colleagues will exhibit the competencies required for this role. All our opportunities will be assessed through application to interview.

Qualifications
Essential:
· Working towards a relevant degree level education or equivalent through training & experience. 

Desirable:
· Degree level qualification in Quantity Surveying & Cost Management
· Member of RICS.

Experience and knowledge
Essential:
· Production of contract documentation & administration.
· Experience of commercial contract negotiation
· Ability to assess value for money, identifying abnormal costs.
· Good understanding of CDM & BSA Regulations. 

Desirable:
· Experience of preparing clear and concise reports.
· Working knowledge of Building Regulations & NHBC etc Standards 

Skills and competencies
Essential:
· Highly organised and efficient with the ability to adapt and prioritise work demands, dealing with challenging situations and making appropriate decisions using own initiative. 
· Excellent written and oral communication skills 
· Demonstrate competent and proficient use of digital devices (smart phones, tablets, and laptops etc.), applications, ICT software and systems 
· Ability to detect and evaluate building defects 
· Ability to read and interpret build programmes, assessing progress versus planned works. 
· Ability to work closely as a member of multiple project teams.



Characteristics
Essential:
· Motivational / leadership qualities
· Great attention to detail
· Good communication		
· Plan & organise effectively
· Flexible approach          
· Analytical capabilities                                  
· Ability to stay resilient       
· Great at building relationships
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	Additional duties clause



The above does not constitute an exhaustive list of duties. The post holder may be required to perform any reasonable tasks commensurate with the level of responsibility at the request of their manager.  
 
Duties may vary as and when localised procedures are updated or renewed with varying Local Authorities that the organisation works with. We reserve the right to alter the content of this job description to reflect changes to the organisation or the services it provides. 
 
To be reviewed as part of the Job Description review process. 
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People
come first

We absolutely own it by
doing what we say we'll
do and being accountable
for our actions. We believe

in fairmess, equality and
inclusivity. We operate
with integrity and help

those who need it the most.

Everybody matters to us.
We care deeply about our
colleagues and customers.
We have fun and get to
know and understand the

people we work with. We
provide a heartfelt service
and treat everyone with
dignity and respect.

Do the
right thing

Init
together

We're committed to
providing better services
and building more homes.

We're ambitious, proactive

and forward thinking. We
want to amplify our impact,
influence policy and
transform the sector.

Our work is all about
delivering excellent
partnerships and
building communities. We

collaborate instead of
competing. We achieve the
best results by working
together as one team.
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Driven to
do more
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