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Overview of Wesley Mission
Wesley Community Services Limited is a charitable Institution operating as Wesley Mission to deliver services and programs to provide direct relief of poverty, sickness, suffering, distress, adversity, disability, destitution, and helplessness in NSW/ACT as inspired by the work of Jesus Christ in word and deed.  Our vision is “Doing all the good we can because every life matters”.
Overview of Wesley Property Services
Wesley Property exists to support Wesley Mission leadership and service delivery by providing advice and operational support in relation to:
1. Property leasing and asset information
1. Compliance and statutory obligations
1. Building projects, maintenance, and lifecycle management
1. Accurate property data, registers, and reporting
Overview of Asset Manager role
This role works across the entire organisation, coordinating a range of strategic and day to day property and facilities management and delivery of property projects.

	Business Unit
	Wesley Property Services


	Reports To
	Chief Investment & Assets Officer


	Employment Type
	Full-time


	Location
	Stewart House Carlingford, NSW with support across Wesley Mission sites


	Hybrid

	Up to 1 to 2 days from home, at the discretion of your Manager



Responsibilities of Asset Manager 
Kay responsibilities: property and facilities management, property programs and property projects. 
	Areas of Responsibility
	
	Skills and Experience

	Asset lifecycle planning
Leasing Services
Fire compliance and controls
Insurance Adequacy
Facilities management
Project management
Refurbishment
	
	Property regulatory knowledge
Systems familiarity
People management
Relationship building
Customer orientation
Office management
Strategic direction


Selection criteria
To be successful in this position, candidates must possess the following: 
Demonstrated skills and behaviours
Experience in the full life cycle of property asset management.
Proven track record in:
Procurement and Contract management
Maintenance scheduling, planning and modelling
Management of capital project and operational budgets
Delivery of projects to budget, program and scope
Data collection and reporting
Ability to undertake detailed project feasibilities.
Ability to partner with all stakeholders to achieve outstanding results and value for money.
Demonstrated commercial acumen to identify opportunities and an ability to identify, mitigate and manage risk.
Success in the improvement and divestment of properties.
Highly developed written and verbal communication skills to enable the clear, concise and accurate conveying of information to meet the target audience needs and to demonstrate to senior management the feasibility and progress of projects.
Strong interpersonal, influencing and negotiation skills to gain the acceptance of ideas, cooperation with others, and the ability to modify styles and techniques to accommodate tasks, situations and individuals.
Leadership skills to manage and develop others to achieve organisational goals and objectives.
Relationship building skills for strong and collaborative relationships with internal and external stakeholders.
Strong conceptual, analytical and problem-solving skills to enable identification of issues and the judgment to determine appropriate courses of action.
Planning and organising skills to effectively prioritise, manage conflicting priorities and meet designated timeframes.
Demonstrated ability to develop forward plans that ensure the organisation develops in line with industry standards and delivers effective and efficient results.
Demonstrated personal and professional commitment to the values of Wesley Mission.

Essential skills/knowledge
Current NSW drivers licence.
Software literate, particularly property systems and the use of the Microsoft Office Suite.
Ability to work positively with staff and possess good interpersonal skills.
Possess a motivation and commitment to the achievement of business targets and customer service principles.
Excellent written and verbal communication and negotiation skills, especially as they relate to consultants and contractors.

Desirable skills/knowledge
Tertiary qualifications in property, architecture, construction, engineering or related fields. 
Current First Aid Certificate.
Current Working with Children Check clearance or willingness to obtain.

Purpose of the Role
The Asset Manager provides integrated property management, administration, reporting, and services across Wesley Mission’s property portfolio.
The role combines property data management, property management, leasing advisory, process evaluation and improvement, and reporting, as well as practical property coordination, to ensure Wesley Mission properties are compliant, well maintained, and fit for purpose.
This role is a key management resource within Wesley Property Services and acts as a central point of coordination between systems, sites, and stakeholders.
Our clients
· In collaboration with the Chief Investments & Assets Officer and the Executive Leadership Team, develop robust strategic property plans that meets key business outcomes including growth of existing services, enhanced management efficiencies and service improvements.
· Implement the asset management objectives of the approved Wesley Mission Strategic Plan in conjunction with the service delivery and operational business plans ensuring that each group are supported with property advice that delivers 'fit for purpose' property that is safe and compliant for our people and clients.
· Demonstrate clear understanding of business implications of corporate reforms and industry directions and ensure property related strategies are implemented to position services for development and growth.
Our people (our team)
· Set the tone for positive team culture, articulating and promoting the organisation's purpose, values and strategic direction.
· Collaborate beyond portfolio boundaries to achieve results and maximise opportunities for integration of services.
· Drive the alignment of structure, performance management, learning and development strategies to continually improve staff performance.
· Maintain effective and productive workplace relations.
· Educate, inform and guide the team to deliver ‘fit for purpose' property that is safe and compliant for our people and clients.

· Ensure position descriptions for all staff are kept up-to-date and provide staff with clear role expectations, career training, development and career growth opportunities.
· Ensure annual Contribution and Development Plan process for all team members and develop action plan to ensure key performance indicators from plan are met.
Our operations
· Develop, maintain and deliver on plans for portfolio & individual asset management.
· Conduct due diligence reviews of property assets where needed.
· Monitor and report on property utilisation.
· Ensure robust market analysis and marketing strategies are developed and implemented.
· Understand the key interests of all stakeholders and how strategies and tactics work in the market for Wesley Mission's services.
· Ensure the reputation and integrity of Wesley Mission is maintained always.
· Develop submissions and business cases for the Community Services Leadership Team; Finance Property & Audit Committee; and Wesley Community Services Board.
Our financials
Assist the organisation to steward property capital wisely.
Provide planned financial forecasts to both short and long-term.
Ensure delivery of projects on time, on cost, to scope and quality standards.
Manage, track and report monthly on individual property projects, and on a portfolio basis.
Perform to agreed financial KPIs across asset management and capital projects.
Initiate and present business cases for new opportunities and initiatives.
Professional responsibilities
Participate in activities to support the delivery of the Wesley Mission Strategic Plan and Property Portfolio Strategy, and as requested by your manager.
As an employee, be responsible under the Work Health & Safety Act for the health and safety of all persons they encounter during employment. 
Participate in the review and maintenance of industry specific and internal audit processes, as per Wesley Mission's standard policy and procedures.
Participate in Wesley Mission's Orientation program to gain an understanding of, and promote, the application of the EEO, Affirmative Action, Privacy Act, Work Health & Safety Act and other relevant legislation.
Administer Wesley Mission's philosophy of care and other relevant policy documents as appropriate.
Ensure all Human Resource (HR) policies and procedures are understood and adhered to, consulting with the HR department as required.
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