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	Technical Officer (Building Control) (Post 2561)

	
Service Area
Building Control

	
Manager/Team Leader
Senior Technical Officer (Building Control)

	
Direct reports
N/A

	
Total Managed
N/A

	
Purpose of the Role

To support the Senior Technical Officer with the provision of technical and administrative support for all aspects of the Building Control Service. To provide advice on Building Control service to customers, agents and Solicitors.


	Key Result Areas

1. To validate and register new Building Regulation applications by carrying out a technical and administrative check to ensure that the application is required and that the documentation is correct and complete.  To undertake this work in accordance with specified performance standards.

2. To deputies in the absence of the Technical Officer (Building Control).

3. To undertake assessment of application fees in accordance with any Fee Regulations/NNDC Building Control Charges Scheme and/or where an estimate of the cost of work is if this is realistic. 

4. To negotiate (within established parameters) the level of fee to be charged on larger projects under the Building Regulations with mind to winning the contract from our competitors whilst maintaining the principle of service cost recovery. 

5. To accurately record the relevant charges for applications. 

6. To reconcile daily customer deposits received from a variety of payment methods and raise refund requests.

7. To issue invoices and payment reminders for Building Control inspection charges. 

8. To undertake debt recovery of outstanding invoices.

9. To register applications on the computerised Planning and Building Regulation system and plot each application on the Geographical Information system noting any constraints which may affect the project

10. To produce and dispatch all standard letters in connection with processing of       applications, assemble files and produce and issue decision notices and completion certificates.

11. To provide technical and administrative support to Surveyors within Building Control.

12. To carry out Building Regulation searches for solicitors and personal search companies.

13. To assist the public with enquiries either face to face, by telephone, written or electronic format including those enquiring as to the need for an application which will involve the interpretation of the Building Regulations. 

14. To support the Senior Technical Officer in undertaking projects in pursuance of the Planning and Building Control Service Plans and to develop and improve systems in connection with the provision of technical support for these areas.

15. To train all new Building Control staff in the use of the back-office system and to ensure any training of existing Building Control staff is delivered.

16. Maintenance of security, access rights and users and to organise and test the software upgrades for Building Control.

17. To maintain an up-to-date knowledge of technical and administrative requirements arising from new legislation which may have a bearing on the duties of the post.

18. Ensure that all Freedom of Information (FOI) requests relating to the Building Control department are responded to within the specified deadlines.

19. To promote and adhere to the workplace values of our organisation.

20. Prioritise health and safety in the workplace, ensuring personal adherence and the safety of others affected by workplace actions.

21. Any other work required and as directed within the confines of the existing grade of the post.
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	Technical Officer (Building Control) (Post 2561)

	
	Essential
	Desirable
	How
Identified

	Knowledge and Experience
	Technical knowledge of legislation concerning Building Control inc. fee regulations and their interpretation.
	
	
	Application form

	
	Demonstrates knowledge and understanding in dealing with enquiries from the public, face to face, by telephone and by written correspondence.
	
	
	Application form

	
	Demonstrates knowledge and understanding of Local Government processes and practices.
	
	
	Application form

	
	Demonstrates knowledge and understanding of Microsoft office programmes particularly Word.
	
	
	Application form

	
	Demonstrates knowledge and understanding of administrative duties within a busy office environment.
	
	
	Application form

	

	Qualifications
	Educated to A-Levels or NVQ Level 3

	
	
	Application form

	
	Level 3 Certificate in Technical Support for Public Service Building Standards
	
	
	Application form

	
	RSA II typewriting or word processing
	
	
	Application form

	
	Qualified to drive
	
	
	Application form

		

	Training
	Customer Care Training
	
	
	Application form



	
	Essential
	Desirable
	How
Identified

	

	Skills
	Demonstrate good verbal and written communication skills
	
	
	Application form/ Interview

	
	Demonstrate good numeracy skills
	
	
	Application form/ Interview

	
	Attention to detail and above accuracy with data
	
	
	Application form/ Interview

	
	Ability to drive and access to own vehicle
	
	
	Application form/ Interview

	
	Ability to interpret and scale plans
	
	
	Application form/ Interview

	
	Ability to use a Geographical Information System
	
	
	Application form/ Interview

	
	IT Literate (Word, Excel, Outlook)
	
	
	Application form/ Interview

	
	Experience of Accolaid/Uniform
	
	
	Application form/ Interview

	
	Good keyboard skills for typing and data entry
	
	
	Application form/ Interview

	

	Aptitude and
Disposition
	Tactful, diplomatic and able to maintain confidentiality
	
	
	Interview

	
	Ability to work as part of a team
	
	
	Interview

	
	Ability to deal with the demands of a range of competing priorities within tight deadlines. 
	
	
	Interview

	




Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the Council:
Fairness - We respect people and treat everyone fairly
Ambition - We welcome new challenges and embrace change
Integrity - We are open and honest and listen
Resourcefulness - We strive to be efficient with our resources

*In order to assess this from the application form we require you to provide an example
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