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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Address Development Officer


	Service:
	Commercial Services


	Team:
	Building Control


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Business Support Team Leader 


	Responsible for:
	N/A No reporting line.

	Our Organisational Values 

	Collaboration
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Description automatically generated with medium confidence]


	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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Description automatically generated with medium confidence]Wellbeing




	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.



	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.




	Professionalism
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	We provide professional advice and excellent service, we know our local areas and understand the communities we serve. We listen to all concerns and ideas. We benchmark our performance and always strive to improve



	
Principal purpose of the role

	To carry out statutory street numbering and naming (SNN, also known as address development) function for the Council.
To ensure the management, maintenance and development of the Local Land and Property Gazetteer (LLPG) to the standard agreed national/local and BS76666 standards and links to corporate Geographical Information System. 
Resolve address anomalies and queries.


	Main duties and accountabilities

	
· To be responsible for the quality and accuracy of the LLPG and SNN function managing the address/UPRN history from creation and throughout it’s lifecycle.
· To be responsible for the development, application and maintenance of the Council’s Local Land and Property Gazetteer (LLPG) to BS7666 standards (and the Data Entry Conventions) to avoid penalties and to continue to have access to GIS data via the public sector mapping agreement.
· To register, validate and process street numbering and naming applications in accordance with the SNN Policy and national and local addressing conventions. Update and manage the SNN case system so all applications are processed within agreed timeframes and standards. 
· To ensure all address and LLPG data is inputted accurately and consistently into the gazetteer (and case management systems), ensuring errors are pre-empted and/or managed to resolution; managing the process to ‘change only update’ acceptance as well as liaising with other teams, services  or organisations to ensure no further data discrepancies
· To ensure LSG (Local Street Gazetteer)  information is updated/processed and to work in partnership with the LSG.
· Provide regular address updates to National Address Gazetteer (NAG) via Geoplace to maintain the Authority Address improvement schedule at Platinum standard, and to ensure LLPG data is provided to all other necessary recipients.
· Ensure accurate data matching and critically check data sets.
· Ensure all primary, secondary and tertiary resources are plotted on the GIS layer for use throughout the authority.
· To liaise with developers interpreting development layout plans and possible historical research of the area being developed prior to naming.
· Carry out robust and comprehensive liaison with Town & Parish Councils, Royal Mail Postcodes, Emergency Services, Land Registry, Ordnance Survey, Valuation Office, Utilities and other stakeholders to deliver the service.
· Promote the use of the Gazetteer and UPRN as the primary source of address information throughout the authority; ensuring our address data plays an important part in geo-referencing and linking data sets.
· To at all times, have excellent attention to detail and ensure that the LLPG/SNN data and information is accurate/timely reported, information updated regularly and accurately and that SNN Policy is followed and communicated effectively. To spot check to make sure data is accurate.
· To maintain and update systems and records to ensure all applications/records are processed within agreed timeframes and standards.
· Respond to and resolve queries from staff (particularly Council Tax fraud and Planning breeches),  members of the public, agencies and statutory bodies relating to addresses, the gazetteer and SNN.
· Process new house names and house name change requests within agreed timescales, maintain accurate records and update systems.
· To proactively use our address data to improve Waverley Borough Council’s data; running reports to quality check data, find any data anomalies, challenge other data sets, provide data to support other Council services and support and promote UPRN integration within Council services.
· To meet customer service targets and contribute to the continuous improvement of customer satisfaction. 
· Occasional site inspections may be required for clarification purposes.
· Liaise,and proactively resolve issues with the NAG, LSG, Geoplace and Ordnance Survey on requirements or any addressing groups/meetings and represent the Council at external meetings.
· Any other duties as may reasonably be requested commensurate to the grade of the post and assist the building control business support in administrative/phone support in busy/holiday cover times.

Business Continuity 

· Play a supportive role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.

· Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required.


	

Dimensions of the role

	
	· There are approximately 64,000 property addresses, 2,823 street records in Waverley Borough.
· Annual workload of the SNN service is:
· Approximately 211 street naming / numbering applications ranging from single properties to multiple property address needs
· Approximately 78 House Name changes / additions / deletions
· Approximately 261 Address / road naming queries.
· This role is hybrid with occasional site visits and some attendance at external meetings.


 

	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	
· Assess and action street naming / numbering and addressing requests and developments against Council policy/national addressing conventions and ensuring the integrity of the LLPG, and supporting the LSG/NAG.
· To develop efficient processes and systems to deliver excellent customer service and high customer satisfaction.
· To ensure correct payments are taken in accordance with the charges schedule.


	Planning/Organising/Controlling

	
· Management of gazetteer to meet BS7666 to agreed schedule.
· Able to manage and prioritise own workload and time effectively and efficiently.
· Ensure sufficient cover to maintain the service.
· Keep all stakeholders updated in respect of applications and queries.
· Be a positive, effective, participative team member working with colleagues to balance workload and deliver excellent Customer Service.


	Customers and Contacts

	Internal
All Council services and contractors that use addresses
External
Applicants / Agents / Developers
Waverley residents
National Land and Property Gazetteer custodian 
Borough, Town and Ward Councillors
Consultees – Royal Mail, Emergency services, utilities, Ordnance Survey, VOA, adjoining Local Authorities, County Council Services
Amenity Societies
County Council Officers including Highway Authority Officers


	Service/Team Structure
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PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	5 GCSEs at Grade C or above including Maths & English or equivalent.
	A
	
	

	
	Computer literate in word, excel, PowerPoint, PDF, Outlook (proficiency level good to excellent) and able to learn other applications.
	A
	Experience of working in street naming and numbering, Address Custodian or planning environment, dealing with plans, maps, charges and statutory requirements.
	A/I

	
	Experience of using computer systems/application including database management and reporting to a high and accurate standard.
	A
	
	

	Knowledge /Technical Skills

	Knowledge and understanding of Local Land and Property Gazetteer and BS7666 spatial datasets.
	A/I
	Expert knowledge and understanding of Local Land and Property Gazetteer and BS7666 spatial datasets.
	

	
	Knowledge and understanding of using the DEC, Geoplace Dashboard and associated applications/system and processes to provide address data.
	A/I
	Expert knowledge and understanding of using the DEC, Geoplace Dashboard and associated applications/system and processes to provide address data.
	

	
	Able to read and understand drawings/plans and maps and accurately identify information.
	A/I
	Knowledge of GIS and the ability to accurately plot address points.
	

	
	Able to process information in a clear and concise way.

	A/I
	Knowledge or interest in street naming and numbering/LLPG service, GIS and/or knowledge of the local area .
	A/I

	
	Extensive knowledge and experience of administrative /office practices.
	A/I
	
	

	
	Able to review information from various sources to make informed decisions.
	A/I
	
	

	
	Be able to assess data sets and information to evaluate how that data should be processed.
	A/I
	
	

	
	Excellent attention to detail and accuracy.
	A/I
	Knowledge of Safeguarding
	A/I

	Communication

	Effective communication skills, able to adjust style to different audiences (internal and external).
	A/I
	
	

	
	Ability to deal with and effectively negotiate with customers, Councillors, developers and others in sometimes difficult, passionate, contentious situations in a professional courteous manner to an agreed and accepted outcome.
	A/I
	
	

	
	Able to manage people’s expectations and engage with them to support them to understand and accept the rationale and standards around addressing data – able to gain acceptance. 
	A/I
	
	

	
	Excellent standard of written and accurate spoken English.
	A/I
	
	

	
	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	Customer Service

	Excellent customer service skills.
	A/I
	
	

	
	Commitment to customer care and the provision of a customer focused, quality service.
	I
	
	

	TEAM WORK
	Able to work effectively within the team environment to deliver a seamless, responsive and efficient Addressing service.
	A
	
	

	
	Ability to work as part of a team dealing with a number of tasks at once, with varying amounts of pressure and different types of work.
	I
	
	

	Managing self and others

	Able to organise, plan and generally manage own workload in line with service demands.
	I
	
	

	
	Able to work to service standards and targets.
	A
	
	

	
	Able to work independently to maintain systems and/or processes are carried out to the agreed standard.
	A/I
	
	

	
	Positive and receptive to new ways of working and continuous improvement.
	I
	Able to use reporting and data focused skills and knowledge (using excel or relevant applications) to manage, expose, highlight and improve data/information for continuous improvement.

	A/I

	Can do approach / Achieving results

	Open and willing to support team members, adaptable and flexible and effectively shares best practice.
	I
	
	

	
	Works methodically and accurately seeing processes through from start to finish.
	A/I
	
	

	
	Committed to ‘making a difference’ to drive the service forward.
	A/I
	
	

	Special Requirements
	For business continuity purposes, you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	
	

	
	Full and valid driving licence and use of a car during working hours.
	A
	
	



How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment

Basic Disclosure Clearance- Government Requirement for Accessing Council and Government Data
To comply with the Public Sector Networks (PSN) “Code of Connection”, Waverley Borough Council, like other public organisations, need to undertake basic disclosure checks for unspent convictions only, in respect of those staff who will access our IT systems. As a result, a Police Act Disclosure form, together with Guidance Notes, will be sent to you if you are successful in the appointment of this post. 

	
For Official Use only

	Job title:
	Address Development Officer
	Post no:
	

	Service:
	Planning
	JE score:
	

	Team:
	Building Control
	Pay band:
	

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Part time
Hours to be discussed. Must work Thursdays and Fridays

	Competencies:
(level 1 – 4)
	Communication:
	2
	

	
	Customer Service:
	2
	

	
	Team Working:
	2
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results
	2
	


	Reviewed By:
	Jane Clement
	Date:
	

	Checked in:
	Employee Services this…?
	Date:
	

	Last Updated:
	25/02/2026
	Date:
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J OB  D ESCRIPTION  

Job title:  Address Development Officer    

Service:  Commercial Services    

Team:  Building Control    

Location:  The Burys , Godalming, Surrey, GU7 1HR    

Reporting to:  Business Support Team Leader      

Responsible for:  N /A No reporting line.  

O UR  O RGANISATIONAL   V ALUES    

Collaboration          We know, work with and support one another. We collaborate  with residents, businesses and partners and realise the  potential of the Guildford and Waverley Collaboration. We  empower ourselves and others.  

Wellbeing          We look after our own and other’s wellbeing. We know it’s okay  to talk to each other about anything we are struggling with. We  stay resilient and raise any concerns we have.      

Trusted        We abide by the Nolan Principles of Public Life: Selflessness,  Integrity, Objectivity, Accountability, Openness, Honesty, and  Leadership.  

Value for Money    We spend public money wisely and carefully. We understand  and follow our governance processes and raise any concerns  with the right person. We celebrate successes and learn from  mistakes.        

Professionalism    We provide professional advice and excellent service, we know  our local areas and understand the communities we serve. We  listen to all concerns and ideas. We benchmark our  performance and always strive to improve      

P RINCIPAL PURPOSE OF THE ROLE  

