
BURY METROPOLITAN BOROUGH COUNCILPRIVATE 

JOB DESCRIPTION

	PRIVATE Post Title:  

TECHNICAL SUPPORT OFFICER - BUILDING CONTROL 


	PRIVATE Department: ENVIRONMENT& DEVELOPEMNT SERVICES
	Establishment/Post No: 

	Division/Section: DEVELOPMENT/BUILDING CONTROL MANAGEMENT SECTION 

	Post Grade:  Grade 8


	Location:
3 Knowsley Place
Bury
	Post Hours:
37 hours - flexible working hours

	PRIVATE Purpose and Objectives of Post:
To assist in the administration of the Council's duties set out in the various building and amenity acts, in developing and carrying out its corporate policies and in the guidance and control of development to provide a better environment, with particular reference to the consideration of Building Regulations and other related subjects. In particular to carry out the duties necessary for the processing of Building Regulation Applications, Applications for Demolition and Creation of Postal Addresses in accordance with current statutory requirements and to agreed deadlines.   

	    Accountable to: Head of Building Control

	    Immediately Responsible to: Building Control Team leader 

	    Immediately Responsible for: None – Apprentice Technical Support Staff

	Special Conditions of Service: 

None 
Car mileage allowance - payable as appropriate 



	Relationships: (Internal and External)
    Internal:
Liaison with professional, technical and administrative staff in the Department, 
                   other departments of the Authority and elected members.

    External: Liaison and discussion with applicants, other interested individuals and
           
organisations, their legal representatives and with officers of other
                   bodies/stakeholders and departments, and members of the public.
                   Site visits with contractors / property owners

	1. Control of Resources: 

2. Personal computer and associated software




	Office Tasks
As a front-line competitive service, be the public interface of Building Control.

Develop and maintain effective working relationships with key stakeholders including elected         members, staff, other council departments, customers, government agencies, other local       authorities, professional bodies and other service providers. 

Responsibility for daily assessment of TSG workload, priorities and scheduling. Identify High Priority tasks and ensure daily tasks are met.                
Operate and maintain office cover to meet the demands of the service, ensuring a minimum level of cover is available from 9.00am – 5.00 pm Mon - Fri.  When operating a rota system ensure that appropriate handover of relevant information is made available to other team members to ensure continuity of service.
Responsible for monitoring the site visit diary of BCOs and Management Tasks of The Building Control Manager and Team Leader
Responsible for the booking, organising and furnishing of Building Control CPD events.
To Interpret applications, plans and forms under the Building Act and other associated regulations, input data on the department’s relevant databases and mapping systems. This work comprises:

· the receipt, checking, registration, plotting, scanning, copying, generating, inputting and maintaining appropriate ICT based and paper data, communications, information, registers and documentation according to procedures and deadlines and the maintenance of performance targets.
· generating and producing letters, emails, memos, reports, information and general correspondence for relevant recipients including customers; and 
· electronic filing as appropriate.
Be fully proficient in and positively promote, engage, apply and use appropriate ICT hardware and software and use them in the delivery of the service, keeping abreast of new initiatives and procedures appropriate to the work of the section. Work with ICT and other involved personnel to ensure that Geographic Information Systems (GIS) and webpages as appropriate are fresh and accurate.

Carry out any other duties as directed by the Manager of Building Control or Building Control Team Leader as may be necessary for the efficient and effective operation of the Building Control department, displaying at all times an open minded and flexible attitude to the continually changing environment and service demands.
Produce and issue decision notices and or completion certificates in respect of building              regulation applications, applications for Street Naming and Numbering, Applications for Demolitions and Applications for the granting of Temporary Buildings.

Update the Competent Persons Scheme (CPS) information the Acolaid database. 

Collect and organise postal mail on a daily basis following the correct procedures for date stamping, scanning and distributing manually or electronically.
Financial Tasks

Produce fee quotes and assess fees for submitted applications from partners, agents and customers.

Have responsibility for, receiving, receipting and recording charges, monies and application fees.

Manage the Debt Recovery / Outstanding fees process ensuring the supporting evidence is provided to Legal Services

Have responsibility for the raising of Building Regulations inspection invoices on the Agresso system, issuing credit notes and liaising with Customer Accounts and Legal Services regarding non-payment of debts. Direct customers to the correct department for the payment of invoices.  Ensure the Councils Policy on the Storage, Transfer and General use of personal information is followed and carried out in accordance with the Councils GDPR policy.
Receive and check building regulations application payments in line with current legislation, including handling cash and cheques and processing card payments over the phone using the     Bury Council WebPay system. Download on-line payment information. Issue credit notes and refund fees on cancelled projects with appropriate reductions for Administration charge

Review purchase orders, ensuring correct coding information; raise corresponding invoice, adhering to correct procedures throughout.
Chargeable Services 
Complete Local Land Charges Searches:  retrieve planning and building regulation application history from Alliance database, Cadcorp, plotting sheets, archived information and Swift Search Local Land Charges programme. Look for local conditions from the Unitary Development Plan (UDP. Check for cavity wall insulation, high pressure pipelines and other relevant information within agreed deadlines. Take responsibility for the accuracy of the work done and sent to Election and Land Searches Department, being continually mindful that this service is carried out in competition with the private sector.

Research site histories, retrieving information from maps, microfilm, index systems and archive databases, including visiting the Bury Council archive department and relaying information found in a useful form adhering to legal practices.

Validate and manage Right to Buy requests, liaising between relevant personnel and arranging site visits with BCO. Manage the information required to carry out the visit and accurately record and share the information acquired by the BCO. 

.       
Legal Tasks

Ensure the smooth operation of the Building Control Function by providing support services to Building Control Officers, tasks include but are not limited to, ensuring a safe office environment, maintain clear and concise filing systems, maintaining the ISO 9001 registration procedures and ensure that the system is updated when changes to practice and procedures are introduced.
Undertake the 3-year check of Building Regulation Applications following the agreed procedure and stated in the Building Control Manual.
Implementation of DS protocols in relation to Dangerous Buildings and Structures, accurately record all known information and assist BCOs with further detailed searches including Land Registry for property owner details. 

Where notices are served, inform relevant parties, raise necessary purchase orders and corresponding invoices. Maintain all fiscal records relating to the DS. Manage regular checks on the payment status, keeping Elections and Land Searches Department up to date with status of building and payments.

Technical / Practical Tasks
Subject to adequate training and supervision, Undertake independent site inspections of new and replacement windows and temporary buildings; inspections to assess the removal of danger from reported dangerous structures before updating the GIS layer; inspections to ascertain the status of properties where no inspections have been carried out for three years. 

Undertake training and supervision of new staff until they are fully competent with section procedures. Pursue further education to the level of LABC Technical Support Parts 1, 2 & 3. Be prepared to undertake training to enhance knowledge of Building Regulations and update learning to enhance abilities to answer technical queries.

Organise and transport structural calculations to structural engineer in Blackburn for checking. Registration of all transactions relating to this.
Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.
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BURY COUNCIL
DEPARTMENT OF ENVIRONMENT & DEVELOPMENT SERVICES


PERSON SPECIFICATION 
	Technical Support Officer


	ASSESSMENT

METHOD
	SHORT-LISTING

CRITERIA
	ESSENTIAL
	DESIRABLE

	Application form and interview


	A good basic level of education
	(

	

	Application form & interview
	Computer literacy including previous experience of Windows-based word processing packages
	(

	

	Application form & interview
	Experience of working to and meeting tight deadlines 
	(
	

	 Application & interview
	Demonstrable ability to work well as a member of a team
	(
	

	Application form & interview
	Excellent interpersonal skills
	(
	

	Application form & interview
	Must be willing and able to undertake the appropriate technical training
	(
	

	Interview
	Ability to write clear and concise reports and communicate complex matters both aurally an in writing
	(
	

	Application and Interview
	Must be commercially aware and understand the competitive nature of the role.
	(
	


