		Job Description
	Job title:
	Building Regulation Technician 

	Directorate:
	Place

	Division:
	Planning and Building Control

	Reporting to:
	Lead Building Control Officer

	Responsible for:
	No direct reports

	Post Status:  
	This is a permanent post. Employment will be subject to Mid and East Antrim Borough Council being satisfied with the successful completion of a probationary period of six months.

	Location:
	The location of this post will be in Museum and Civic Centre, Carrickfergus but requirements of the post may result in the postholder having to work in locations across the Borough.  All premises are wheelchair accessible and there are accessible toilets.

	Salary:
	Scale S01 and in the range SCP 25 - 27
Currently £37,563 to £39,481 per annum.   
The starting salary is normally at the base of the salary scale.  A higher starting salary may be awarded in exceptional circumstances where the decision to do so can be justified.

	Pension:
	Mid and East Antrim Borough Council operates under the NILGOSC pension scheme. For more details on this please visit https://www.nilgosc.org.uk/ 

	Hours of Work:
	Successful candidates will be required to work 37 hours week, Monday to Friday.  Given the nature of their duties, the post holder will be expected to work outside of these hours at weekends, evenings and public holidays as dictated by the needs of the service.

	Transport/Mobility:

	Successful candidates will be required to travel on official duty within the Mid and East Antrim Borough Council area and beyond. Appointees must have access to a form of transport which will enable them to meet the requirements of the post in full.

	Date:
	November 2026 
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MAIN PURPOSE OF THE JOB
Work as part of the Building Control Section to fulfil the Council’s statutory duties regarding the administration and enforcement of Building Regulations and allied legislation in relation to:-
· Postal addresses and development naming
· Building notice, domestic regularisation and property certificate applications
· Vacant property inspections
· Energy Performance of Buildings (EPB) legislation.	
MAIN DUTIES AND RESPONSIBILITIES
1. Service Delivery
POSTAL ADDRESSES	
1.1 Deal with telephone requests and letters from solicitors, developers and members of the public for confirmation of postal addresses. 
1.2 Assign postal addresses within the Borough by checking relevant databases for existing records and where necessary perform site visits.
1.3 Determine postal numbering schemes for housing developments and other multiple unit developments e.g. industrial areas.
1.4 Ascertain the postcodes for all allocated postal addresses by consulting with Royal Mail records.
1.5 Prepare location maps and postal numbering layouts for properties with postal addresses and arrange for them to be issued monthly to property owner/occupiers and Bodies on postal notification issue list.  ie. BT, District Valuation Office, Emergency Services, Pointer etc.	
DEVELOPMENT NAMING
1.6 Deal with requests from developers for development naming by checking the development naming proposals so as to avoid duplicity with existing names. If duplicity exists advise developers to submit alternative names.
1.7 Monitor the development site boards in the Borough and take action if names displayed are not approved by Council.  
1.8 Assist with the preparation of Council reports, including the provision of maps.  
1.9 Organise the data cleansing of the Council’s address database land and property gazetteer to ensure accurate corporate addresses are created and maintained.


BUILDING REGULATION APPLICATIONS AND PROPERTY CERTIFICATES
1.10 Administer Building Notice and Domestic Regularisation applications (including the issue of certificates) and carry out associated inspections, consulting and liaising with other officers as required.
1.11 Assess applications to ensure compliance with Building Regulations and associated fees legislation.
1.12 Research and process Property Certificate applications in conjunction with Regulatory Services administration.

VACANT PROPERTIES
1.13 Carry out vacant property inspections and assist with the preparation of information provided to external bodies such as Land and Property Services.
1.14 Identify and report on unapproved building works as appropriate.

EPB ENFORCEMENT
1.15 	Carry out investigative duties associated with the administration and enforcement of Energy Performance Certificates, Display Energy Certificates and Air-Conditioning Inspection Reports in accordance with the relevant legislation.	
1.16 Process all legal documents and issue relevant correspondence in relation to Energy Performance Inspections, recommending enforcement action to the Building Regulation Manager as appropriate.	
1.17 Proactively liaise with other organisations (public, voluntary, community and private) and provide advice and guidance as required	
1.18 Assist with the production and collation of performance data and the preparation of EPB reports as required by relevant statutory bodies.
2. Quality
2.1. Adhere to and comply with all Council policies and procedures relevant to this role, including arrangements for health and safety and risk management.
3. Performance Improvement
3.1. Participate in the formulation, implementation and evaluation of the Department Business Plan and relevant Service Plans responding to changing trends and citizen needs.
3.2. Achieve high standards of personal performance, through meeting agreed personal targets and undertaking planned programmes of professional development.
3.3. Examine opportunities to gain efficiencies and improve effectiveness including collaborative partnerships, joint working and other innovative approaches to achieve best value in the use of public money.
4. General
4.1. Uphold the Core Values of Mid and East Antrim Borough Council and work to achieve the wider organisational objectives as detailed in the Corporate Plan.
4.2. Participate in the Council’s Performance and Development Review process as detailed in the published scheme.
4.3. Fulfil the legal Health and Safety duties placed on employees by:
· taking reasonable care of your own health & safety and that of others who may be affected by what you do or do not do;
· Co-operating with the Council on Health & Safety matters;
· Ensuring that you use work items provided by the Council correctly and in accordance with the training and instruction received, including personal protective equipment (PPE);
· Ensuring that you do not interfere with or misuse anything provided for health, safety, or welfare purposes.
4.4. Contribute to Mid and East Antrim Borough Council in fulfilling all of its commitments in relation to anti-discrimination practices, its Equality Scheme and under the Northern Ireland Act 1998 and the Human Rights Act 1998. 
4.5. Comply with all the Council’s policies and procedures.
4.6. Fulfil your legal responsibility* for all records held, created or used as part of Council business whether paper based or electronic, including e-mails.  All such records are public records and are accessible to the general public, with limited exceptions, under the Freedom of Information Act 2000, the Environment Regulations 2004 and Data Protection Act 1998. Employees are required to be conversant with the Mid and East Antrim Borough Council procedure on records management and to seek advice if in doubt.
* Any subsequent updates will supersede legislation identified within the Job Description
4.7. Maintain high standards of personal accountability.
4.8. Comply with the Code of Conduct for Local Government Employees and the Local Government Employee & Councillor Working Relationship Protocol.
4.9. Participate as required in the selection and appointment of staff reporting to him/her in accordance with procedures laid down by the Council.
4.10. Perform any other duties commensurate with the grade and level of responsibility of this post, for which the post holder has the necessary experience and/or training.



Closing caveat:



This job description sets out the main duties of the post as at the date of completion. It is not intended to be rigid and inflexible but should be regarded as providing guidelines within which the postholder is required to work.  Other duties of a similar nature and appropriate to the grade may be assigned from time to time by the Head of Service. Duties may vary to meet the changing needs of Mid and East Antrim Borough Council and without changing the general character of the post or the level of responsibility that it entails.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post



Person Specification
	
	Essential Criteria
	Method of Assessment 

	Qualifications and Experience 
	Applicants must:
Have a minimum of third level qualification in a building/construction related discipline

AND

Be able to demonstrate, by providing personal and specific examples, that they have one years’ practical experience in a building/construction related environment, to include:
· proven ability of managing multiple tasks effectively;
· proven ability to interpret working drawing and specifications; and
· effectively working with stakeholders to ensure delivery of service targets.

OR, for candidates who do not meet the qualification requirements as outlined above:

Be able to demonstrate, by providing personal and specific examples, that they have three years’ practical experience in a building/construction related environment, to include:
· proven ability of managing multiple tasks effectively;
· proven ability to interpret working drawing and specifications; and
· effectively working with stakeholders to ensure delivery of service targets.

	Application Form

	Knowledge
	Working knowledge of Microsoft Office applications to include Word, Excel and PowerPoint.

	Application Form

	General
	A full current driving licence valid in the UK and access to a vehicle OR have access to a form of transport that enables you to carry out the duties of the post[endnoteRef:1]. [1:  Applies only to applicants who have a disability under the Disability Discrimination Act.] 


	Application Form




	Behavioural Competencies
(Operational Level)
	These competencies are the top 6 competencies the Local Government Competency Framework[endnoteRef:2] which have been identified and prioritised for effective performance in this role. [2:  Full details of the Local Government Competency Framework can be found at the following link:
http://www.lgsc.org.uk/fs/doc/Competency%20Framework%20for%20Local%20Government.pdf] 


2. How we manage ourselves

2.1	Managing our own Work – plans, structures and prioritises own work to achieve optimum results.
2.3 Communicating with Impact – presents a positive image by communicating effectively, being resilient and treating people fairly.

3. How we work with others

3.1 Collaborating in a Political Environment – develops and manages effective networks by establishing common ground.
3.3 Meeting Customer Needs – establishes the needs of customers and strives to ensure that these are met.

4. 	How we move forward
4.1 Problem Solving and Decision Making – gathers information from a range of sources, analyses information to identify problems and issues, makes effective decisions and recommendations based on resolution agreement within an environment of trust, mutual respect and cooperation.

4.3 Achieving Results - takes personal responsibility for making things happen. Shows motivation and perseverance in overcoming obstacles and achieving results.

	Interview 
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