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Trainee Valuer - Job Description and Person Specification

Job Title: TRAINEE VALUER

Grade: AP2 - AP5

Responsible To: DIVISIONAL VALUER

Role Purpose:

Lothian Valuation Joint Board is responsible for the creation and maintenance of the largest Valuation Roll,
Council Tax List and Electoral Register in Scotland.

As a Trainee Valuer, the post holder will provide support to the Divisional Valuer for both non- domestic
rating and Council Tax workloads of an operational service across LVJB and its constituent Councils.

The overall purpose of the Trainee Valuer role is to provide the day to day provision of Council Tax and
Non domestic valuation services within LVJB.

Key Duties and Activities:

The postholder will work within teams which can comprise professional and/or other other techncial
member of staff. The team will fulfil an allocated task within the valuation remit. The range of activities
to be undertaken by any individual will depend on level of qualification, ability and experience and may
include:

e Non Domestic Survey and Valuations.

e Revaluation of non domestic properties.

e Council Tax Survey and Valuations.

e The disposal of proposals and appeals for Non Domestic rating and for Council Tax purposes.

e Negotiation of proposals and appeals relating to such subjects within the parameters of valuation
schemes.

e Determining levels of value subject to approval of Divisional Valuers, Principal Surveyors and
Assistant Assessors.

e Preparation of material for the Local Taxation Chamber.
e Appearing as an expert witness.
e Contributing to Scottish Assessors’ working groups and attending meetings as and when required.

e  Assisting senior staff in developing schemes of valuation.




e Valuation of domestic properties.
e Assisting in the development and implementation of valuation systems.
e Maintaining electronic and hard copy records for NDR and Council Tax.

e Any other duties pertinent to post.

Supervision and Management of People:

There is no direct supervision or line management of any staff .

Creativity and Innovation:

e Preparation of values and reports.

e Providing recommendations to valuation staff.

e Correspondence with ratepayers and professional agents.
e Preparation and presentation of material before tribunal.
e Determining appropriate bandings for Council Tax.

e Analysis of valuation data.

e Interpretation of law.

e Consultation and negotiation with professional agents.

e Participation in development of valuation systems.

Contacts and Relationships:

e The general public, for example, in relation to enquiries, valuations and proposals.

e All staff up to Corporate Leadership Team.

e Senior professional equivalents of Local Authority Departments.
e Professional agents.

e The Local Taxation Chamber including solicitors and counsel.

e Scottish Assessors’ Association.
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e Valuation Office Agency

Examples of contact with those listed above may be in relation to valuation exercises/reviews and impact
of widespread changes to multiple properties in a particular area.

Decisions and Discretion:

e Supervised negotiation of valuations within parameters of schemes.

e Selection and preparation of evidence.

e Assisting in setting local levels of value at Revaluation.

e Preparation of values and reports for non-domestic properties.

e Negotiation and resolution of proposals and appeals with ratepayers and agents.

e Determining levels of value for Council Tax by accurate analysis and interpretation of sales
evidence.

e The postholder will provide feedback in respect of making work processes more efficient and
effective with the resources available.

e Acting in accordance with principles of Best Value.
e Providing recommendations to senior staff.

All of the above is carried out within the set parameters of valuation working practices and procedures.

Decisions and Consequences:

e The postholder is responsible for decisions both in relation to the valuation of non-domestic
subjects and the banding of individual properties, or multiple properties in respect of revaluations
or banding reviews. Determining levels of value for non-domestic rating and Council
Tax. Consequences are financial implications for stakeholders, contribution to the public image
of a professional body (RICS), contribution to the public image of a public body (LVJB).

e Preparation and presentation of material before the Local Taxation Chamber. Consequences are
financial implications for stakeholders, contribution to establishing rating practice, contribution to
the public image of a professional body (RICS), contribution to the public image of a public body
(LvIB), staff time allocation affects compliance with Best Value principles and organisational
performance.

e Analysis of cost and rental data for purposes of Revaluation, proposals and
appeals. Consequences are financial implications for stakeholders, contribution to the public
image of a professional body (RICS), contribution to the public image of a public body (LVJB).
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e Ensure consistency of practice. Consequences are financial implications for
stakeholders, contribution to the publicimage of a professional body (RICS), contribution to the
public image of a public body (LVIB), contribution to establishing rating practice.

Resources:

Will be responsible for a range of IT equipment that is available to employee to enable them to work in
accordance with the LVJB’s hybrid working policy.

Will receive their own survey equipment to enable them to carry out inspections when required.

Will share some measuring equipment to enable them to perform that role.

Work Demands:

The postholder will face multiple competing demands and will be required to prioritise according to
statutory and organisational deadlines.

The postholder will liaise with Divisional Valuers to agree their focus and priorities. They will then be
responsible for implementing this on a day to day basis.

The postholder will have a high level of personal contact with stakeholders and deal with a variety of
enquiries and negotiations.

The postholder may at times require to work under pressure and within strict timescales in all aspects of
their workload. In particular, proposals and appeals where statutory timescales must be met and the Local
Taxation Chamber sets dates for hearings.

The revaluation of all Non-Domestic subjects now takes place every 3 years and the postholder has a key
role in the valuation of these subjects ensuring that the revaluation is carried out within the statutory

timescale.

Willing to travel and desirable to have the ability to drive.

Physical Demands:

Although the post may be exposed to some physical demands these will be predominantly within the range
of normal office based activities.

Working Conditions:

Although the post may be exposed to some adverse working conditions these will be predominantly within
the range of normal office based activities.

Although the post will have some requirement to take care in relation to the working environment, work
activities and dealing with people this will not be more than the normal required of an LVJB employee in
day to day activities.

August 2026



Role holders are expected to be out on survey in order to conduct their role. This may vary dependent on
work demands, and can sometimes be at short notice. This includes visits to building sites, commercial
and domestic properties or environments where additional health and safety must be considered.

Work Context:

The role holder’s work involves minimal risk to their personal safety and the environment is unlikely to
compromise their health and wellbeing.

The post holder will deal with a variety of stakeholders. This contact can be on the telephone, through
email, in person in the office or on site visits.

The postholder is also expected to assist in the survey of large complex subjects.

The postholder will be expected to carry out necessary risk assessments, adhering to LVJB Health & Safety
policies and other relevant policies pertaining to the task in order to mitigate any possible risks involved.

Knowledge and Skills:

e The postholder must possess the relevant qualifications required to be accepted onto a RICS
accredited degree or possess a RICS acrredited degree or MSc.

e Competent to assist survey of all categories of Domestic and Non-Domestic property.

e Competent to commence training to apply standard schemes of Non-Domestic and Council Tax
valuation.

e Sufficient to undertake valuation of Non-Domestic properties.

e Ensure annual compliance with RICS CPD requirements when enrolled as an APC candidate.
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Health and Safety:

Protecting the health and safety and welfare of our colleagues, and our third parties including members
of the public, contractors and service users.

All employees are responsible for:

e Taking care of their own health and safety and welfare, and that of others who may be affected by
their actions or omissions;

e Co-operating with management and following instructions, safe systems and procedures;

e Reporting any hazards, damage or defects immediately to their line manager; and

e Reporting any personal injury and work related ill health, and accident or incident (including ‘near
misses’) immediately to their line manager, and assist with any subsequent investigation, including
co-operating fully with the provision of witness statements and any other evidence that may be
required.

Line managers have additional responsibilities for ensuring all health and safety risks under their
management are identified, assessed and controlled, with specialist input from the Health and Safety
Committee and HR Manager, including Occupational Health where required. Where the risks cannot be
adequately controlled the activity should not proceed.

Additional information can be found at LVJB Health and Wellbeing.

PERSON SPECIFICATION

Attributes Essential requirements Desirable requirements
Professional/ e Appropriate academic qualifications | e Accredited degree or MSc for
educational must satisfy the entry requirements enrolment for the Royal
qualifications to obtain an accredited degree for Institution of Chartered

the Royal Institution of Chartered Surveyors.

Surveyors Assessment of
Professional Competence.

Relevant work/ e Strong oral and written e Understanding of Best Value
other experience communication skills. practice and requirement to
meet performance targets.

e Strong level of Information

Technology skill. e Knowledge of Council Tax
legislation in Scotland.
e Ability to work under pressure. e Knowledge of property
measurement.

e Ability to achieve milestones and

e Knowledge of property
meet deadlines.

valuation for local taxation

purposes.
e Ability to communicate effectively.

e Ability to conduct research, collate
information and produce meaningful
reports.
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https://lvjb.sharepoint.com/sites/Intranet/hr/wellbeing

Personal Qualities
(eg inter-personal
skills, attitude,
adaptability,
motivation,
presentation)

Enthusiastic team player.

Self motivated with ability to use
own initiative.

Well-developed interpersonal skills.

Experience of working with people.

Ability to deal positively with change.

Experience of communicating
orally and in writing with the
public.

Any additional job
related
requirements

(eg ability to work
irregular hours,
shifts)

Willingness to travel.

Willingness to adopt a flexible
approach to working hours at
times of peak workload.

Full current driving licence.
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