North Northamptonshire Council 
Job Description and Person Specification


	 
Senior Building Control Technician
 


 
	Service Area:  Regulatory Services
 

	Reports to:    Building Control Business Manager 

	Salary scale subject to assimilation to NNC pay and grade structure.                      

	Responsible for: N/A



Purpose of the job

· To provide high quality, efficient, and responsive administrative and technical support services to the Building Control team ensuring the needs of both internal and external customers are met.
· To provide an effective service for the Council’s Building Control Technical Support functions relating to the regulation and enforcement of the Building Regulations 2010, the Building Act 1984 and associated legislation.
· To facilitate the delivery of a professional, reliable, customer focused LABC service which meets customers’ needs and delivers good customer satisfaction and which fully explores future opportunities to grow market share and maximise income.
· To support the Building Control Business Manager through the process of change with the introduction of new legislation that impacts upon service delivery and provide advice and support to other council services that could also be impacted.
· To be the designated super-user for the back-office system and incorporated document management system.

Principal responsibilities 

1. To provide high quality, efficient, and responsive administrative and technical support services to the Building Control team ensuring the needs of both internal and external customers are met. This includes data processing and recording, maintaining registers, receiving, validating, and registering building regulation applications and initial notices, preparing notices and certificates, liaising/responding to internal and external customers, preparing reports, and maintaining accurate records and project files in line with quality standards.
2. To coordinate incoming Building Control queries, reports and notifications in a timely manner in line with service and corporate targets.
3. To support the Building Control Business Manager with the design and implementation of all service improvement and marketing activities to improve service efficiency and productivity, maximise opportunities to grow market share and generate income, attract additional partners and new business in line with service aims and objectives. 
4. To receive and coordinate incoming fee quotation requests ensuring fee proposals are issued in a timely manner.
5. To work closely with the Building Control Business Manager to ensure the legislative and operational requirements of the Building Control service are met pertaining to technical administrative functions.
6. To support with the management and implementation of the ISO 9001 Quality Management System accreditation process, and/or other initiatives to ensure a consistently high quality of service delivery to service users.
7. To be the designated super-user for the back-office system and incorporated document management system.
8. To support with staff development and training to ensure the Technical Support team and has the requisite levels of knowledge, skills, and competency to perform their roles.
9. To undertake special projects, research and other duties as required within the capabilities of the postholder.
10. To be the lead mentor for the team apprentice supporting them with provision of on and off the job training, attending meetings with training providers as required.
11. To deputise for the Building Control Business Manager in respect of the Technical Support team activities, meetings, engagements etc as required.
12. Provide support to the Building Control Business Manager to identify and recommend service improvements that can increase efficiency, maximise productivity and help to achieve service and corporate objectives.
13. To support with the design and implementation of customer reporting tools and documents that demonstrate and promote the value of the Building Control service. Assist with maintaining systems to inform and receive feedback (including complaints and suggestions) from customers, partners, suppliers, stakeholders, and employees; to enable that feedback to be evaluated through the assessment of "lessons learned" in order to ensure continuous improvement in the delivery of the service. Ensure that customer-focus and best value is promoted as a core value.

General responsibilities applicable to all jobs

1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
3. Carry out any other duties which fall within the broad spirit, scope, and purpose of this job description and which are commensurate with the grade of the post.

This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
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Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training

	5 GCSE’s (Grade A-C) or equivalent, including English and Maths

Certificate in Technical Support for Public Service Building Standards, or equivalent demonstrable experience

	


	Experience and Knowledge
	Extensive knowledge and understanding of the Building Regulations 2010, the Building Act 1984, and associated legislation relating to administrative processes.

Experience working as a Building Control Technical Administrator or equivalent role.

Extensive knowledge and understanding of Building Control service delivery.

Experience and knowledge using Local Authority Building Control case management systems.

Experience coordinating and preparing fee quotations.

Knowledge and experience of implementing/ working with ISO 9001 Quality Assured Processes.

	Evidence of Continual Professional Development.



	Ability and Skills
	Ability to work to tight deadlines and be flexible in work approaches. 

Demonstrate excellent communication skills including written and oral communication, and IT user skills (including MS 365, Teams, MS Office). 

Ability to initiate, develop, and maintain good working relationships with a wide range of customers, stakeholders, and partners.

Excellent time management and organisational skills.

Ability to read, understand and interpret technical drawings and information relating to construction projects.

Ability to understand legislation.

Ability to identify and solve problems.

Ability and willingness to travel around the county, including at short notice.

	Strong project management skills.

	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.

	

	Safeguarding
	Demonstrate an understanding of the safe working practices that apply to this role. 
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