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COMMUNITY OPERATIONS

JOB DESCRIPTION


POST TITLE:			Building Safety Co-ordinator

GRADE:				Band 8

MANAGER RESPONSIBLE TO:	Head of Compliance and Customer Safety


Overall Objectives of the Post:

· To support the Head of Compliance and Customer Safety in ensuring that South Tyneside Council remains fully compliant with all statutory and regulatory requirements across the key areas of landlord compliance including Asbestos, Electrical Safety, Fire Safety, Gas Safety, Environmental Standards, Legionella, and Lifts.  This includes adherence to all relevant legislation, Approved Codes of Practice (ACOP), guidance and recognised best practice.

· To co-ordinate and manage compliance activity across Property Services, Asset Management, Housing and Area Management, Team Leaders and external partners, ensuring workloads are effectively planned, prioritised and delivered in line with service objectives and regulatory requirements.

· To undertake and co-ordinate inspections of housing stock and buildings, ensuring properties are maintained in a safe, compliant condition and that any identified remedial works are progressed efficiently and within required timescales.

· To manage and oversee the High-Rise Caretaker Service, ensuring that standards of cleanliness, safety and building presentation are maintained, and that caretaking activity supports wider building safety and compliance objectives.

· To operate within defined compliance frameworks, supporting the organisation to identify, assess and manage landlord compliance risks, and providing assurance that policies, procedures and control measures are consistently implemented.

· To provide a robust compliance monitoring and assurance function, ensuring all compliance workflows are effectively managed, completed in a timely manner and subject to appropriate oversight.

· To support the scoping, design and monitoring of compliance-related works and projects, including the oversight of costs, resources, and value for money, ensuring effective use of budgets and service delivery.

· To ensure compliance with all corporate Health and Safety policies, procedures and relevant legislation, including the effective management of risk across all workstreams.

· To contribute positively to the leadership and delivery of team and service initiatives, supporting a high-performance culture focused on continuous improvement, customer safety, and regulatory compliance.

· To schedule, co-ordinate, and oversee safety inspections across the Council’s housing stock, including monitoring the performance and output of officers undertaking inspections and ensuring consistent quality and standards.

· To ensure that all compliance data systems are accurately maintained, supporting data integrity, performance reporting and regulatory submissions, including Tenant Satisfaction Measures (TSMs).

· To support the organisation in enhancing its building safety framework through audit, reporting, and assurance activity, including contribution to Fire Risk Assessment auditing, RPEEP assessments, and the ongoing development of the ‘golden thread’ of information for Higher Risk Residential Buildings (HRRBs).


Key Tasks of the Post:

1. You will achieve these objectives by:
· Undertaking building and compliance surveys, collating and analysing information to ensure buildings are safe and free from significant risk, liaising with relevant Service Managers to ensure identified issues are addressed.
· Undertaking regular reviews and evaluations of landlord compliance risks and emerging issues, co-ordinating internal and external compliance activity to ensure appropriate mitigation and assurance.
· Identifying potential areas of compliance vulnerability and risk, reporting breaches or potential breaches to appropriate Service Managers and supporting resolution.
· Developing and maintaining up-to-date knowledge of relevant legislation, policies, standards and regulatory requirements, ensuring this is applied in practice.
· Assisting with the development and delivery of programmes for building safety inspections, fire risk assessments, evacuation assessments (including RPEEPs), home safety checks, stock condition surveys and MOT inspections, ensuring compliance performance targets and TSM requirements are achieved.
· Preparing detailed specifications, including health and safety plans, risk assessments and supporting documentation in line with current legislation and CDM Regulations.
· Monitoring subcontractor and contractor performance in relation to quality, compliance, programme delivery and value for money, escalating concerns where necessary.
· Ensuring Permit to Work systems are correctly implemented and complied with across all applicable works and activities.
· Liaising with Asset and Property Services Management and Housing and Area Management Teams to plan, co-ordinate, prioritise and manage workloads effectively.
· Assisting with the implementation, development and effective operation of systems, particularly those relating to digital technology, data management and compliance reporting.
· Managing and overseeing the High-Rise Caretaker service, ensuring expected standards of safety, cleanliness and presentation are maintained, and that caretaking activity supports wider building safety and compliance objectives.
· Monitoring the performance and output of staff and officers undertaking safety inspections or caretaking duties, ensuring consistent standards, quality and compliance with procedures.
· Participating in resident involvement and engagement activities relating to building safety, including attendance at Tenant Forums, resident meetings and consultation events.
· Champion building safety across the organisation, contractors and residents, promoting a positive culture of compliance, accountability and continuous improvement.
· Undertaking effective consultation with customers before and during works, ensuring clear communication, appropriate support and a positive customer experience.
· Ensuring all compliance actions are effectively tracked, prioritised, issued and completed within agreed timescales, supporting audit assurance and reporting requirements.
· Attending incidents when required, supporting residents and ensuring incidents are appropriately recorded, investigated and reviewed.
· Supporting the collection, validation and quality assurance of compliance and asset data to ensure regulatory readiness, audit assurance, and accurate reporting, including TSM submissions.
· Meeting performance targets set by South Tyneside Council senior management and contributing to service delivery objectives.
· Assisting in driving sustained performance improvement through proactive management approaches that enhance efficiency, effectiveness and value for money.
· Ensuring South Tyneside Council’s customer service standards are upheld and that all works are delivered to a high standard.
· Responding to complaints and enquiries from customers and elected members in accordance with Council procedures.
· Providing professional and technical advice as required, ensuring compliance with legislation, guidance and relevant governing bodies.
· Taking responsibility for Health and Safety within the service area, ensuring full compliance with legislation, Council policy and CDM Regulations across all projects and workstreams.

2. To adhere to corporate responsibilities.  You will:
· Contribute to a positive, performance‑focused culture, delivering high standards of customer care with clear priorities and targets.
· Promote equality and value diversity in the workplace and in service delivery.
· Communicate effectively with colleagues across the Directorate and organisation to promote consistency and share best practice.
· Participate in the delivery of corporate and service objectives.
· Work with managers to ensure compliance with all relevant legislation, guidance, policies and procedures.
· Proactively support partnership working across South Tyneside Council and with external stakeholders to maximise outcomes, value for money and service resilience.
· Assist in the development of new initiatives and services.
· A flexible approach to working hours is required, including attendance at occasional out‑of‑hours meetings.


All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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