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Person Specification

POST TITLE:
Building Control Technical Assistant

GRADE:
3
SERVICE: 
Planning
	CRITERIA


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE


	Experience of dealing with the public and organisations in an efficient, prompt, friendly and helpful manner.
Experience of working within a customer service role.

Experience of working within a technical related role.
	
	

	QUALIFICATIONS/TRAINING
	Educated to A Level standard or equivalent
	
	

	KNOWLEDGE


	Understanding of the role of building control in a Local Authority.
	
	

	PRACTICAL & INTELLECTUAL SKILLS


	· Ability to communicate effectively with the public in writing, face to face and by phone.

· Ability to deal with potentially difficult customers with tact and diplomacy, firmness and fairness.
· Demonstrable ability to interpret and assess plans and figures accurately and with great attention to detail.
· Sound organisational skills with analytical systematic approach 
· Excellent IT skills including Word, Outlook and data management systems.
· Ability to communicate and build effective relationships with the Council’s customers and other stakeholders 


	
	

	DISPOSITION/

ATTITUDE


	· Independent worker who uses sound judgement as to when to seek assistance from colleagues/Team Leader. 

· Polite, tactful, diplomatic and confident manner.

· Able to meet deadlines and work well under pressure.

· Enthusiasm to learn and develop new skills and knowledge.  

	
	

	SPECIAL REQUIREMENTS


	Postholder will be required to undertake the LABC Level 3 Diploma in Building Control Administration.

Postholder will be required to work from the Council Offices.

	
	











