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	Job Title 
	Building Control Administration Assistant

	Team
	Building Control
	Grade
	3

	Reports to
	Building Control Manager

	Date
	July 2026



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To assist in the provision of administrative and clerical support to the Building Control team focusing on administering Building Regulation applications, together with other work associated within the service area.  

To carry out routine clerical tasks such as any filing, taking telephone messages, updating electronic calendar, plan folding, photocopying, distributing of post, acknowledging applications as required in order to maintain the smooth running of the service area;



Key areas of focus:
	[bookmark: _Hlk146096760]1.
	To administer the setting up of Preliminary Enquiries, Relaxations, Enforcement Case files and other tasks related to the service area’s work before these are allocated to either the Support Officers or the Registered Building Inspectors.

	2.
	To assist in the preparation of Service meeting agendas, CPD events and other ad hoc presentations as and when required.

	3.
	To undertake the scanning, indexing and redacting of Building Regulation documents as necessary when they come in on-line or electronically.

	4.
	To liaise with Agents and Developers as well as members of the general public in relation to their applications as directed by either Support Officers or the Registered Building Inspectors.

	5.
	To enter data onto the Council’s various data systems, (e.g. Ocella, OITUK, (EDRMS), GIS, and Microsoft Office, etc) ensuring accuracy and security of any personal information;

	6.
	Preparation of Building Control Applications for daily Site Visits 

	7.
	To issue consultation requests to statutory consultees and others as instructed, in relation to Building Control applications.

	8.
	To log and scan written and online correspondence from Clients and Principal Designer and notify them of the progress of the application.

	9.
	To take part in training and development activities and organised refresher updates to ensure legal and procedural compliance.

	10.
	To liaise with other Council departments, external stakeholders and to attend meetings as requested.

	11.
	Any other duties that are appropriate with this post.



Additional information (not contractual)
	1.
	Responsible for zero staff.

	2.
	Not responsible for budgets.

	3.
	Service delivery; 
The postholder is expected to work to service delivery standards set by others. 




Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Educated to GCSE or equivalent standard, including English and Maths at grade C or 4, or above

	X
	

	A’ level, (or equivalent) standard of education or Administration qualification


	
	X

	Experience

	Experience of working within local government Administration
	X
	

	Experience of dealing with the Public - face to face, in writing and by telephone.
	X
	

	Experience in using different IT systems
	X
	

	Experience of scanning, indexing and redacting documentation
	X
	

	Experience of working as part of a team
	X
	

	Experience of working with Building Control legislation and in a Building Control office in an administrative capacity.
	
	X

	Behaviours

	Consistency: Continually maintains standards and behaviours that lead to producing high quality work and delivering on promises and commitments
	X
	

	Integrity: Seeks to uphold shared values, acting ethically, honestly, fairly and with transparency
	X
	

	Adaptability: Responds to challenges and change with an open mind, shifting priorities and re-focusing 
	X
	

	Self-development Analyses behaviour and results to learn from mistakes and successes, to support continuous development.
	
	X

	Competencies

	Customer Focus: Takes pride in and is committed to delivering high quality services. Identifies and clarifies individual needs.
	X
	

	Initiative: Understands what needs to be done and accomplishes it proactively and with minimal supervision.
	X
	

	Industry knowledge: Keen to keep abreast of knowledge and best practice specific to the role/area
	
	X

	Communication: Able to communicate clearly, appropriately, and respectfully with colleagues and customers.
	X
	

	Organisation skills: Plans and prioritises own work with reference to line manager. Makes the best use of own time and meets deadlines.
	X
	

	Collaborative working: Working together to achieve a shared goal. Builds effective relationships with internal and external customers.
	X
	

	Working with stakeholders: Displays Arun’s values and behaviours when interacting with internal and external stakeholders
	X
	

	Other 

	
	Yes
	No

	Does this role require a Basic DBS check?
	X
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	X
	

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s licence and access to a vehicle?
	
	X

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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