Warwick District Council - Job Description

Job Title: Assistant Building Control Surveyor
Post Number: New Post
Service Area: Place, Arts and Economy

Hay Approval Date: Hay Aug 2018
WDC Grade (following Hay approval): Grade F
Purpose of job
To work with the minimum of supervision checking plans and carrying out site inspections on small scale, (predominantly domestic) applications to ensure that when buildings are built, altered or extended they comply with the Building Regulations and associated legislation. Warwick Building Control covers a large geographic area as a shared Building Control Service across two previously separate Authorities. The successful candidate will be required to cover Building Control Duties in other areas/districts as required by the service.
	Main responsibilities – Give a maximum of eight brief descriptions of what the main responsibilities are and assign time percentage values against each one.
	%

	Carry out plan examination of full plan applications, deal with building notices, regularisation, partnership applications, reversions and initial notices to ensure compliance of small scale (predominantly domestic) developments with Building Regulations and other relevant legislation. Negotiate with applicants where necessary to process applications to determination stage. Check Building Control fees as and when required and provide estimates for proposed developments.
	30%

	Advise on requirements for builders, architects, etc. and the public to achieve compliance with the Building Regulations, and give guidance on building standards, best practice and building control procedures.
	10%

	Liaise with structural engineering consultants in connection with the checking and implementation of structural designs and consult with the Fire Service on schemes as required.
	5%

	Carry out site inspections of small-scale developments to ensure compliance with Building Regulations and Associated Legislation, including the keeping of concise records.
Investigate and report to the Principal Building Control Surveyor any unauthorised or contravening development and take appropriate action.
	40%

	Check as necessary for basic compliance with planning permissions (including conditions) together with appropriate liaison with Development Management.
	5%

	Assist in the promotion and marketing of the Building Control service.
	5%

	Be aware of Health and Safety legislation and so far, as is reasonably practicable, ensures compliance with the Health and Safety at work act, the Councils Safety Policy and the Departmental Safety Policy.
	5%
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Dimensions 
(The figures quoted give a picture of the job in terms of annual budgetary amounts which the job is either directly or indirectly concerned with or any other statistics related to the work)
A, The Warwick Building Control Group consists of 16 staff. 

B, Revenue Budgets of £980K is managed directly.

C, Estimated income 2025 -26: -£770 k.

D, Approximate number of applications: - 1500 Warwick, 650 Rugby (ranging from small domestic extensions to multi-million-pound commercial schemes) are processed per annum.

E, Approximately, 50 inspections statutory and non-statutory inspections are undertaken each day.

Scope for Impact

(The following two or three examples describe the impact of this role on delivering the service and how it relates to Customer’s satisfaction and the key accountabilities). 

· The post holder will be required to be customer focused, and committed to develop and maintain an effective service within an increasingly competitive market. To promote the service to potential customers and develop customer relationships and partnership arrangements in order that the service maintains its attraction to major clients and maximises income.

· The future of the service within Local Authority Building Control will depend in part, on the effectiveness of the fee earning service provided.

· The effectiveness of the service delivery will significantly impact on the income received to support the fee earning service and the consequent ability to deliver the statutory elements of the service.
Challenges 

(The description below highlights the most difficult, complex or challenging part of this job and explains why). 
· The main challenge is to maintain and develop the shared service market share, whilst remaining competitive, effective and customer focused.

· The post holder needs to have and maintain appropriate technical and professional skills/ qualifications that can be applied directly to schemes. Through membership of an appropriate professional body and through continuous CPD, records of relevant training, and remain registered under BSR at the appropriate level.   
· The post holder needs to be able to respond to market conditions and provide a professional service that will attract and maintain clients.
Additional Information

(Detailed below is an explanation of any aspects of the job that have not been adequately covered in previous sections). 
· Public expectations of the service delivery are high, and the group must provide a highly efficient and effective service in order retain market share and meet challenges of competition from independent approved inspectors.
· Maintain CPD, and records of relevant training, to continue to be Registered under BSR at the appropriate level.   
· All members of staff have a duty to participate in the WDC Appraisal process and take responsibility for identifying their own professional and career development needs. 

· Managers have a responsibility to undertake regular appraisals of their staff in accordance with the WDC Appraisal process and take responsibility for helping to address their professional and career development needs.

· All members of staff have a responsibility to comply with Warwick District Council’s Code of Conduct, Equal Opportunities and Health and Safety Policies.

· The post holder will be required to perform other such duties as appropriate to the qualifications, experience and salary band as may be reasonably required.

· The post holder will be responsible for ensuring their own health and safety, as well as that of the colleagues they line manage.

· The post holder will be expected to always comply with Council policy including in relation to their responsibilities for safeguarding and promoting equality.

· The post holder will be expected to adopt and work in accordance with the Council’s values.

Person Specification

Attributes

Qualifications and Experience 

Essential: 
Minimum of 2 ‘A’ levels 

Or
An appropriate building or construction qualification, together with at least two years in a construction or related working environment. 

Or

Student membership of CABE or equivalent.

Registration with Building Safety Regulator (BSR) at Class 1 working towards Class 2A 
Ability to check plans for compliance with the Building Regulations and communicate at all levels.

Demonstrable experience of improving and delivering good customer service.
Desirable: 

Commitment to on-going professional development by ensuring that CPD records are kept in accordance with the respective professional organisation requirements.

Knowledge, Skills and Abilities

Essential:
· The ability to work under pressure and produce consistently clear and concise work, enthusiastic, self-motivated and well organized and prioritise workload.
· Have a good sound knowledge of the Building Regulations, relevant legislation and general building construction.
· The ability to use written and oral communication skills which communicate ideas and views with clarity and impact, to communicate effectively to clients and the wider Public.
· Have a commitment to ensure the achievement of key objectives/targets in line with service and corporate aims and objectives and must be able to work on own initiative within a team environment.
· Ability to use modern IT software.

· Full driving license and/or access to appropriate transport to carry out daily site inspections

  
Desirable:
· To actively promote the service to existing and potential customers.
Other Requirements


Essential:

· A commitment to equal opportunities and anti-discriminatory practices.

Desirable:
· Regular attendance at relevant internal and external meetings.
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