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2021 VAC 166
Job Description


	Job title

	Principal Building Control Officer

	Grade

	9

	Service/Team

	Building Control

	Main purpose of job (i.e why is post required?)

	· To assist in the provision of an effective and efficient Building Control Service.



	Key responsibilities (i.e what does the post broadly do to achieve its purpose?)

	1. To assist section management in establishing priorities and deploying resources to meet objectives and targets set out in the City Plan in line with the Council’s values of enabling, innovating and respecting others.
2. To assist the Building Control Manager in the day to day supervision and organisation of the section.


	Key tasks (i.e the specific duties that are required to achieve responsibilities)




	1. To oversee and deal with large, complex residential and commercial schemes.
2. To promote continuing professional development and assist with educational and training matters within the section.
3. To develop and maintain ISO 9001-2015 quality assurance systems and Customer Service Excellence accreditations.
4. To deal with the duties of the section relating to public safety regarding events that are approved by the City Council's multi-agency events group.
5. To assist in providing an after-hours service to the public and respond to emergency calls in respect of dangerous buildings and similar incidents.
6. To assist the Building Control Manager in ensuring that the efficiency and effectiveness of the section through proactive management of resources, the development of quality systems and performance is continually reviewed and improved.
7. Maintaining an awareness of relevant Statutory and City Council regulations, procedures and practices and participating in ensuring Directorate compliance.
8. To follow the Communications and Media Strategies of the directorate and positively projecting the work and image of the Directorate and Council.
9. To work in partnership with other Sections and Directorates of the Council and external organisations. Assisting in dealing with queries and representatives from the general public, Council Members, the press and others.
10. To undertake any training or personal development opportunity identified at a time and venue determined by the Building Control Manager.
11. To actively market the service in the face of increasing private sector competition, taking an active role in any local, regional or national marketing initiatives.
12. Provide pre-contravention advice where possible and pursue enforcement action including the drafting of formal notices and Court attendance where necessary.
13. To undertake all responsibilities and duties with due regard to providing a customer focused service.
14. To undertake any other duties consistent with the nature and grade of the post


	Responsible for staff/equipment 



	1. To advise staff in dealing with the administration of the Building Regulations and the raising of fees in complex, difficult and non-routine cases.
2. To direct and control the work of the clerical and administration staff in the keeping of records, etc and reception duties.


	Other duties/specific policies e.g. DBS

	The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Council.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council
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