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COMMUNITY OPERATIONS 

PERSON SPECIFICATION

POST TITLE:	Building Safety Co-ordinator	

GRADE:		Band 8	
		
		
	
ESSENTIAL

	
DESIRABLE
	
METHOD OF ASSESSMENT


	Educational Attainment



	· [bookmark: _Hlk101168112]Hold or willing to work towards Level 4 in Asset and Building Management Compliance or equivalent  
· NEBOSH general certificate or equivalent
· IFSM/IFE Accredited Fire risk assessment training or equivalent 
· Must be willing to undertake additional training as required

	· Asbestos P405
· Legionella C&G


	· Application form
· Certificates


	Work Experience



	· Experience of working in a construction environment
· Experience of project delivery management 
· Experience in conducting inspections or auditing 
· Experience of performance managing sub-contractors

	· Experience of compliance auditing (particularly Fire Risk Assessments)
· Experience in social housing or regulated environments 
· Experience managing or co-ordinating service delivery functions
· Experience of contributing to regulatory returns, performance frameworks, or external audits (e.g. TSMs, BSR readiness)
· Experience of working with or developing building safety information systems, including maintaining asset data and supporting the ‘golden thread’

	· Application form
· Interview
· References
· Work Based Scenario


	Knowledge/
Skills/
Aptitudes



	· Knowledge of landlord compliance legislation, Approved Codes of Practice (ACOP), and standards relating to building occupation


· Understanding of Tenant Satisfaction Measures (TSMs) and regulatory reporting requirements
· Understanding of building safety requirements, including Higher Risk Residential Buildings (HRRBs) and ‘golden thread’ principles 
· Able to analyse, validate and interpret data to support regulatory returns, reporting, and compliance assurance 
· Able to produce, manage and monitor project plans and work programmes
· Strong IT skills, including the effective use of in-house systems such as PIMSS, TASK and Open Housing
· Excellent communication skills, both written and verbal, with the ability to present information clearly and professionally 
· Excellent interpersonal skills, with the ability to build effective working relationships across teams and with external partners
· Able to work effectively in a challenging customer-facing environment, responding positively under pressure and managing conflict constructively 
· Ability to plan, organise, and co-ordinate workloads across multiple service areas to meet operational and regulatory requirements 

	
	· Interview
· References
· Work Based Scenario



	Disposition







	· Able to manage work projects, balance competing priorities and delivering against deadlines
· Able to work independently, use initiative, prioritise workload, and meet deadlines in a structured way
· Able to adapt and work flexibly across different areas of the service to meet changing demands and priorities
· Self-motivated, organised, and proactive
· Strong attention to detail and focus on data accuracy
· Able to work independently and as part of a team

· Strong customer focus and commitment to service excellence
· Able to influence and challenge constructively
· Flexible approach to work, adaptable, and solution-focused
· Committed to the principles of equality and diversity

	
	· Interview
· References


	Circumstances



	· Full current driving licence or access to a means of mobility support 
· Willingness to work outside normal office hours

	
	· Application form
· Interview
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