Job Description
	For HRU use only
	Ref: 3895


	Directorate
	Environment Housing & Leisure

	Section/Location
	Housing Property & Construction

	Post Title
	Architectural Technician

	Permanent/Temp
	Permanent

	Grade
	Grade 9

	Responsible to
	Lead Designer

	Responsible for
	N/A

	Job Purpose

	· To ensure primarily structural integrity and public safety of buildings which fall in line with the organisation’s arrangements.

· Produce design information that complies with the client’s requirements, Building Control, Planning and any other Agencies.

· Assisting Lead Designer in taking the project brief through the design stage and on to completion, including handing over of the Health & Safety file.

· To always portray a positive image of the Council to employees and customers and deliver on promises
· To take a proactive approach to self-development and keep an up to date working knowledge of best practice associated with the area of work.

· To embrace opportunities for change and to encourage new ways of working including the use of technology. 



	Job Content

	· Take responsibility for the timely delivery of their work within defined timescales. This should include an auditable record of supporting documentation

· Work in line with the Authority’s agreed procurement policies and procedures and support the Procurement team and the wider team in the production and development of design information including tender specifications and contractual documentation
· Assist to ensure all price related risks are identified and communicated as part of the design process in conjunction with other managers as required. Along with the identification of any risk register required to deliver future projects

· Work collaboratively as part of the wider service area

· Work on the preparation of surveys and design that reflect the project, including engagement with other service managers and ensure early contractor engagement were possible. This will require you to facilitate operational meetings with other delivery teams along with all documentation

· Ensure effective risk management systems are always in place for the specific area responsibilities at all times and ensure compliance with all relevant statutory and legal provisions

· Ensure projects are completed on budget and to schedule. 
· Advise clients on schemes and projects and determining requirements.

· Contribute and assist the team in achieving targets.

· Report on a regular basis to the Lead Designer on all matters of progress.
· Assist in the co-ordination of design projects.

· Advise on the need to appoint specialist consultants as part of the design process.
· Maintain effective working relationships with internal customers including colleagues, team leaders and members of other departments and work as part of a team.

· Prepare designs with programmes for completion of schemes and specification of works.

· Determine (commensurate with qualifications and experience) the condition of existing buildings, identifying and analysing defects, including proposals for repair.

· Advise (commensurate with qualifications and experience) on energy efficiency, environmental impact and sustainable construction.

· Advise (commensurate with qualifications and experience) on management and supervision of maintenance of buildings.

· Advise on the health and safety aspects of buildings.

· Take a pro-active approach and reasonable care for the health and safety of themselves and others who may be affected by their activities at work, including occupants, visitors and members of the public.

· Report on any hazards or unsafe practices to their team leader.

· Act in a professional manner at all times.

· Ensure protective clothing and Health and Safety equipment provided is used correctly and when required, in accordance with risk assessments.

· Co-operate with health surveillance programmes.

· Maintain a working environment that is safe and without risk to health in accordance with the Safety, Health and Environment management system of the organisation.

· Ensure your business area is presented in a manner that reflects the image & values of the authority.
· Participate in performance reviews and undertake relevant training where necessary Minimum essential requirements.




	Performance standards

	· The need to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct

· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information

· The need to comply with the Data Protection 1998 and the principles enshrined within it in respect of personal information held by the Council
· The need to observe and implement the Authority’s information governance policies and procedures, including the security of information assets and data.
· Willing to carry out a similar job role in other service areas as required.

· Demonstrates flexibility in their approach to work
· Creates an environment which enables individuals to speak up and challenge


	Working conditions

	The role will be office based and will also require regular site visits. Flexible working may occasionally be required to accommodate meetings & events outside of normal office hours.



Person Specification
	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to use relevant knowledge in order to develop solutions or deal with issues. 

Knowledge & experience of underlying principles within the relevant field.

Be self-motivated and work collaboratively as part of a team.

Ability to follow and apply Human Resource policy and guidance.

Fluency in Autocad 


	Understanding of GDPR
Fluency in Revit 

	Application form and Interview

	Qualifications and Training
	Relevant academic qualification. A Building or Architectural Technology degree (or equivalent qualification) in a linked subject


	Relevant Professional qualification (or equivalent qualification) such as BIAT or similar 
	Application form and Interview

	Experience
	Relevant experience 

Experience of architectural technology for design of small and medium construction and maintenance schemes including those of a complex nature.


	Experience of the following systems (or similar): Works order management system, Outlook,

Experience of Safety, Health and Environment Management systems

	Application form and Interview



	Special Requirements
	Ability to attend occasional meetings, events etc. outside of normal office hours

Ability to visit sites and attend meetings and events at external locations as required
	Willingness to develop use of Revit across workload
	Application form and Interview
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