	Service:


	Regeneration and Local Services

	Service Grouping:


	Technical Services – Building Design Team


	1. 


	Post Title:
	Asbestos Officer

	2. 2.
	Job Evaluation Ref:

	N7425

	3. 3.
	Grade:



	Grade 9
  

	4. 
	Location:
	Your normal place of work will be Meadowfield.  However, you may be required to work at any council work place within County Durham.



5. this Post:

5.
Relevant to this Post:

Flexible Working:
Subject to Service needs the Council’s flexible working policy is applicable to this post

  

6. Organisational Relationships:
The post holder will be accountable to the Senior Asbestos Officer.
7.
Description of Role: 
To provide assistance to senior staff in work associated with the Asbestos Management section of Technical Services
8.
Duties and Responsibilities Specific to this Post:
Listed below are the responsibilities this role will be primarily responsible for:

· Maintaining and updating asbestos records and surveys of the Authorities owned, leased, or hired premises
· Implementing the Codes of Practice and departmental Quality Control System applicable to asbestos management

· Preparation and reviewing of Asbestos Management plans

· Contract Documentation

· Management of asbestos removal contracts inclusive of appointing contractors and liaising with stakeholders

· Provision of advice to members of the public on asbestos related issues

· Commission Asbestos Management, Refurbishment and Demolition surveys
· Provide information and guidance to head teachers, premises managers, designers, etc. on the risk of asbestos and their duties under the CAR regulations 2012
The generic responsibilities which will be undertaken in support of the above work include the following (if applicable):

· To represent the Section Manager as appropriate at various meetings, working parties, panels etc as directed

· Co-ordinate and participate in internal/external meetings and forums

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.

8.
Common Duties and Responsibilities:

8.1       Quality Assurance

To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

8.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

8.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

8.4
Health and Safety
To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.

8.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Council’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

8.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

8.7
Appraisal


All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.

8.8
Equality and Diversity

To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

8.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

8.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.
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Person Specification:  Asbestos Officer – Grade 9
	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	HND or equivalent in a related discipline 
	Degree or equivalent in a related discipline
Member or Associate of relevant professional body.
BOHS P402 or P405
	· Application form

· Selection Process

· Certificates

	Experience
	Experience in Asbestos Management, removal or surveying related field
Experience in working as part of a team with other building disciplines to co-ordinate asbestos/building requirements.
Experience of contract management and documentation.


	Experience of the management, control and removal of asbestos in the building industry.

Experience in 
carrying out asbestos surveys and risk assessments

Dealing with members of the public and elected members.

Use of Concerto

Dealing effectively with end users.
	· Application form

· Selection Process

· Work related testing

· References

	Skills/Knowledge
	Ability to write detailed technical reports
IT user skills

Good communication and interpretative skills

Good organisational ability

A good understanding of current legislation and best practice in relation to asbestos and general health and safety


	Ability to manage projects and personnel
Understanding of the CDM2015 regulations

An appreciation of project management principles
Experience in and use AutoCADLT
	· Application form

· Selection Process

· Work related testing

· References

	Personal Qualities
	· Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance).

· May be required to work outside of normal office hours.


	
	· Application form

· Selection Process

· Work related testing

· References
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