


JOB DESCRIPTION

Date:  August 2026	Scale:  3/4

Building Control Technician

Building Control Section:  

Car user status:	Casual

Responsible to: 	Senior Technical Officers / Building Control Team Leader.

General Description of Duties

Responsible for the administrative and technical processing of, Building Regulation applications and to respond to general enquiries for information and services.

Specific Duties

1. Work as part of an integrated team of technical officers, sharing the whole range of technical administrative tasks relating to, building regulation and allied applications. Execute individual tasks on a rotational basis or as directed by Senior Technical Officers / Building Control Team Leader . 

2. Undertake a comprehensive range of technical tasks upon receipt of all applications, including checking submissions for completeness and correct fee, input of data (with redaction as necessary) into the Uniform and other IT systems, requesting additional information as required. 

3. Ensure that appropriate documentation is produced at various stages in the processing of applications.

4. Provide a first point of contact for the public prior to possible contact with the Building Surveyors, including telephone calls, emails, and correspondence as appropriate. Assisting in the efficient management and monitoring of individual cases from the administrative perspective.

5. Provide general advice to the public on the broad issues of need or otherwise for  building regulations including researching site histories, providing responses to Personal and Land Charge Searches, and advising generally on the operation of  building regulation system/processes.

6. Maintain application and associated records involving the use of appropriate computer and manual systems including the IDOX systems (including Uniform and IDOX DMS) or any replacement thereof.

7. Undertake research and retrieval tasks as required from time to time.

8. Take payments for applications over the telephone.

9. At times of staff shortages, higher workload or unusual delay, assist as required in the work of other teams in the department.

There will also be a requirement to undertake any other duties within the general scope of this post as may be required from time to time.  This may involve working additional hours to ensure adequate cover during periods of absence of other staff.

Job descriptions are working documents produced for various purposes and in varying degrees of detail.  They are not, therefore, intended to be a definitive statement of the duties of any post, or to specifically exclude any task which the postholder might reasonably be required to undertake.












































Person Specification

	Attributes

	Essential/Desirable 

	Qualifications
	Sound educational background to GCSE level C (or equivalent) in English and Mathematics



	Knowledge and Experience
	Previous experience within a Building Control environment.

Previous experience of computerised record keeping and simple data maintenance and use of Microsoft Office software (or similar).  Knowledge of Uniform and Idox software



	Skills 
	Ability to read and interpret maps and plans

An eye for detail and ability to keep clear and accurate records

Ability to work to clearly established protocols, whilst still exercising your own initiative 

Good communication skills

Perseverance, thoroughness and patience and ability to be flexible

Ability and willingness to work with computer systems 


	Behavioural Competencies
	Ability to demonstrate understanding and commitment to the organisation and its visions and values.

Customer focussed with the commitment to put customers (internal and external) first, with the ability to deliver a consistently high quality service. 

Demonstrates a positive “can do” approach to change and is improvement focussed with the ability to identify opportunities to improve performance.

Ability to assess, be creative and respond accordingly to the situation.

Ability to negotiate and liaise.

Demonstrates consistency, integrity and accountability.

Demonstrates drive and a desire to work well to improve individual and organisational performance.

Ability to communicate clearly and effectively and to work co-operatively with colleagues, internal and external partners, working pro-actively across cultures, organisational boundaries, sharing information, new knowledge and ideas.

Aware of impact and appropriateness of own personal style.  Accepts accountability and responsibility for own actions and able to work part of a team, showing commitment to team goals and values.
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