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JOB DESCRIPTION - TRAINEE SURVEYOR 

Office Address: Longford House, Tunbridge Wells 

Reporting to:  Partners, Andrew Morrish & Alex Standen  

Job Purpose:  To assist surveyors, principally within the retail agency and development teams 

Hours of Work:  9.00 – 6.00 Monday – Friday (flexibility required)  

Salary Range:  18 – 20k dependent on experience and qualifications 

Summary of Position 

To assist in the lettings and sales process from client introduction to transaction completion.  To contribute 

to acquisition work to include but not limited to searches, canvasses, mapping of existing sites to determine 

required locations. 

Responsibilities 

1. Support surveyors with day-to-day tasks to include recording client property requirements, sourcing 

potential property acquisitions, and assisting in the production of marketing literature. 

2. Inputting details of completed deals into the company database. 

3. Undertake viewings and report feedback to clients and surveyors. Ensure responses are recorded 

and followed up as appropriate.  

4. Undertake inspections for marketing purposes to include measuring properties and taking 

photographs. 

5. Routinely checking key competitor websites for retail units/developments/investments to identify 

possible opportunities that can be offered to clients. 

6. Provide marketing reports to clients as necessary. 

7. Draft marketing details and pass to admin support for final production. 

8. Assist with inputting marketing details and press releases onto various websites and online 

circulation as required. 

9. Deal with day-to-day property enquiries. Record all new enquiries as necessary. 

10. Undertake town visits on a regular basis to ensure firm is up to date on changes in activity, new 

retailers/empty properties. 

11. Maintain and share with colleagues as appropriate personal knowledge of all relevant retail activity 

throughout our area. 
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Personal Specification 

Qualifications & Training 

Good academic background 

Full and clean driving licence 

Experience 

Relevant experience in a sales role would be advantageous, particularly within the property sector. 

Qualities and Attitude 

Well organised, problem-solving approach.  Self-starter, able to build relationships at all levels and identify 

potential business opportunities.  Ability to prioritise a varied workload. Proactive and possess a flexible 

attitude to the workload. 

Competencies 

Strong organisational skills 

Excellent time management skills 

Assertive 

Can build effective relationships  

Can contribute to a team environment and carry out instructions 

Customer service focus  

Influencing skills 

Effective communicator both on the phone and in person 

Good written skills 

Intermediate knowledge of MS Office products 

Able to work under pressure and to tight deadlines 

Able to work on own initiative 

Note 

This job description is not exhaustive and will be subject to periodic review and it may be amended to meet 

the changing needs of the business.  The post-holder will be expected to participate in the process, and we 

would aim to reach agreement on any changes.  Please also refer to our Job Applicant Privacy Notice.   

Please email CVs and accompanying letters to Khix@cradick.co.uk 
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Job Applicant Privacy Notice 

Data controller: Cradick Retail, Longford House, 19 Mount Ephraim Road, 
Tunbridge Wells, Kent TN1 1EN contact khix@cradick.co.uk 

Introduction 

During the recruitment process, Cradick Retail LLP (the Company) collects and 
processes personal data relating to job applicants.    

The Company is committed to being clear and transparent about how it collects and 
uses that data and to meeting its data protection obligations. 

What information does the Company collect and process? 

The Company collects and processes a range of personal information (personal 
data) about you. Personal data means any information about an individual from 
which the person can be identified. This includes but is not limited to;  

• Personal contact details, such as your name, title, address and contact 
details, including email address and telephone number; 

• details of your qualifications, skills, experience and employment history, 
including start and end dates, with previous employers; 

• information about your remuneration, including entitlement to benefits such as 
pensions; 

• information about your entitlement to work in the UK; and 
• equal opportunities monitoring information, including information about your 

ethnic origin, sexual orientation, health and religion or belief. 

The Company collects this information in a variety of ways during the application and 
recruitment process. For example, data will be contained in CVs, obtained from 
identity documents, such as your passport and collected through the interview 
process. 

In some cases, the Company collects personal data about you from third parties, 
such as references supplied by former employers , information from employment 
background check providers and information from criminal records checks permitted 
by law. 

Data is stored in a range of different places, including on your application record and 
within the company IT network (including the Company's email system). 

Why does the Company process personal data? 

The Company needs to process data prior to entering into a contract with you. We 
also need to process data to enter into an employment contract with you and to meet 
our obligations under that employment contract.  
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In addition, the Company needs to process data to ensure that we are complying 
with our legal obligations. For example, we are required to check an employee's 
entitlement to work in the UK before employment begins.   

The Company has a legitimate interest in processing personal data during the 
recruitment process and in keeping records of that process.  Processing such data 
from job applicants enables the Company to manage the recruitment process, 
assess the suitability of candidates and make informed decision as to whom we wish 
to recruit.  The Company may also have to process data from job applicants in order 
to defend legal claims.   

The Company processes health information if we need to make reasonable 
adjustments to the recruitment process for candidates with a disability.     

For certain positions, it is necessary to carry out criminal records checks to ensure 
that individuals are permitted to undertake a particular role. 

If you fail to provide personal information   

You are under no obligation to provide the Company with data during the recruitment 
process.  However, if you do not prove certain information when requested, the 
Company may not be able to process your application for employment properly or at 
all.   

You are under no obligation to provide information for equal opportunities monitoring 
purposes and there are no consequences for you if this information is not provided.  

Automated decision-making 

Our employment decisions are not based on automated decision-making. 

For how long do you keep data? 

The Company will only hold your personal data for as long as is necessary to fulfil 
the purposes for which we collected it.  If your application for employment is 
unsuccessful, the Company will hold your data on file for 6 months after the end of 
the recruitment process. At the end of that period, your data is deleted or destroyed. 

If your application for employment is successful, personal data gathered during the 
recruitment process will be transferred to your personnel file and we shall issue a 
new privacy notice which sets down the periods for which your data will be held. 

Who has access to data? 

Your information will be shared internally for the purposes of the recruitment 
process.   

 



 

 

The Company will not share your data with third parties unless we make you an offer 
of employment.  In those circumstances, the Company shall share your data with 
third parties where required by law and where it is necessary in order to administer 
the working relationship with you or where we have another legitimate interest in 
doing so.  The Company will then share your data with former employers to obtain 
references for you. 

The Company will not transfer your data to countries outside the UK. 

How does the Company protect data? 

The Company takes the security of your data seriously. The Company has internal 
policies and controls in place to prevent your data being lost, accidentally destroyed, 
misused or disclosed, and is not accessed except by its employees in the 
performance of their duties.  

Your rights 

As a data subject, you have a number of rights. You can: 

• access and obtain a copy of your data on request (known as a “data subject 
access request”); 

• require the Company to change incorrect or incomplete data; 
• request erasure of your personal information.  This enables you to ask the 

Company to delete or stop processing your data, for example where the data 
is no longer necessary for the purposes of processing; 

• object to the processing of your data where the Company is relying on its 
legitimate interests as the legal ground for processing; and 

• ask the Company to suspend the processing of your personal data for a 
period of time if data is inaccurate or there is a dispute about its accuracy or 
the reason for processing it.  

If you believe that the Company has not complied with your data protection rights, 
you have the right to make a complaint to the Information Commissioner’s Office. 

 


