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Job Description

Post Title:	Technical Assistant
Service:	Building Control
Grade:	3	
Responsible To:	Building Control Administration Manager


Main Activities:

1. To provide administrative and general support to the Building Control Team. This includes managing a busy team email inbox and being first point of call for phone enquiries and site inspection requests.

2. To receive and process Building Control Applications, assess the scope of works and sufficiency of information to validate, print paperwork, make up files, input onto the database system and plot application sites on the Council’s mapping system. To contact Agents and Applicants to resolve fees /queries as appropriate, and to carry out public sewer checks and send consultations to the sewerage provider as needed.

3. To store and file all Building Control Application paperwork job files appropriately.

4. Scan and upload all relevant documentation in relation to Building Control Applications.

5. To issue Completion Certificates for Building Control Applications. 

6. To process Initial Notices from Private Building Control Bodies. This to include the issue of acceptance, rejection and acceptance of Final Certificates, as well as administering Initial Notic cancellations.   

7. To process all Competent Person Notifications received and input onto the system.

8. To register notices of intended demolition and administer the necessary consultations.

9. To register and advise Registered Building Inspectors of dangerous structure notifications in accordance with service performance requirements.

10. To calculate fees for standard works and produce fee requests for plan checks and site inspection fees. To carry out fee checks using the financial management system and database as needed.

11. To respond to express service history and document copy requests and carry out research as needed.

12. To deal with all enquiries by telephone or email in an efficient and courteous manner.

13. To Support the Building Control Team Leader and Manager in meeting targets for processing of Building Regulation applications, defective works, Initial Notices, Demolition Notices and Dangerous Structures.

14. Maintain accurate records of relevant information to ensure correct completion of tasks for all processes.

15. Undertake such other relevant duties as may be required by the Building Control Team Leader or the Building Control Manager.

16. Assist the Head of Service in maintaining good internal and external relations and ensuring that Planning Services demonstrate care and respect for its customers and responsiveness to their needs.

17. To undertake research on technical construction matters as required by the Building Control Team Leader, Building Control Manager and Registered Building Inspectors.

18. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.

19. To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.


NB	This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
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