[image: image1.jpg]/\
o ridge \

Wells Borough




Job Description

Post Title:
Technical Assistant
Service:
Building Control
Grade:
3
Responsible To:
Building Control Team Leader
Main Activities:

1. To provide administrative and general support to the Building Control Team Manager, Building Control Team Leader and Registered Building Inspectors, in the course of their work. This includes  filing, distribution of incoming post and email correspondence and booking of site inspections.
2. To receive and process building regulation applications, assess scope of works and sufficiency of information to validate and input onto our data management system. 
3. To undertake statutory consultations with Southern Water when building works are over or within 3m of a public sewer.
4. Scan and upload via IDOX all relevant documentation in relation to building regulation applications.
5. To issue Completion Certificates 

6. To process Initial Notices from Approved Inspectors. This includes the issue of acceptance, rejection and acceptance of Final Certificates and administering Cancellation Notices.
7. To register notices of intended demolition and prepare draft demolition notices and cover letters for approval by Registered Building Inspectors prior to posting/emailing.
8. To register and advise Registered Building Inspectors of dangerous structure notifications within the Borough and undertake land registry searches to determine ownership of buildings.
9. To produce invoices for site inspection fees and undertake fee checks using the financial management system.
10. To carry out research and respond to express service history and provide copies of documents for all legal searches.
11. To deal with all enquiries by telephone or email in an efficient and courteous manner.
12. To support the Building Control Team Leader and Manager in meeting targets for processing of building regulation applications.
13. Maintain accurate records of relevant information to ensure correct completion of tasks for all processes.

14. Undertake such other relevant duties as may be required by the Building Control Team Leader or the Building Control Manager.
15. To undertake research on technical construction matters as required by the Building Control Team Leader, Building Control Manager and Surveyors.
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.
