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	Job Title:
	Architectural Officer
	Pay Band:
	11



	Job Purpose: 


	To be responsible for carrying out the design of a wide range of architectural schemes and contracts, including working for in-house Clients on Schools, housing and the Council’s portfolio of buildings



	Valued Behaviour Level:
	2 
	JE reference: C2425



What are you expected to do?
	
1. Undertake the effective delivery of the services in which you are involved:

· Survey, scheme design, tender and construction drawing preparation for projects including:-

i. Housing – new build and remodelling
ii. Education – new build and remodelling, repairs and maintenance
iii. Corporate Landlord – building alterations, repairs & maintenance
iv. Major refurbishment of council buildings

2. Throughout the design process you will be expected to work as part of the design team, to use your own initiative and show the necessary flair to assist in the production of designs that meet the Client’s aspirations and budget.

3. To liaise with or assist in providing effective advice to Council officers and organisations regarding relevant issues.

4. Keep the Building Design Manager and Head of Capital Projects fully appraised of issues that may be raised through the design and construction of schemes.

5. Prepare drawings for exhibitions, working groups and committee purposes as required. You may also be required to attend such exhibitions and be expected to discuss schemes as required.

6. Support the delivery of projects as requested by the Assistant Director – Highways & Capital Projects or Head of Capital Projects which may extend beyond the boundaries of the department.

Consultants

7. The post holder shall liaise with consultants as part of the design process.

Quality

8. The post holder shall assist with the implementation and maintenance of procedures for DBC quality assurance and environmental management.

Safety

9. The post holder shall be aware of all health and safety matters with particular reference to CDM regulations.

10. Ensure contractors receive health and safety information pre and post tender.

11. Assist in ensuring that CDM duties are fulfilled on all appropriate projects.

12. Assist in producing risk assessments are carried out on schemes, as appropriate.

13. The post holder shall undertake the role or fully liaise with the appointed Principal Designer ensuring any comments and/or recommendations are incorporated into the respective scheme design.

Training and development

14. To keep abreast of all relevant guidelines and ensure such changes are speedily and efficiently implemented.

General

15. Contribute to the achievement of targets, performance indicators and objectives for the section.

16. To assist the Principal Designer to ensure that all projects for which the post holder is responsible are managed in line with the capital review process appropriate to capital projects.



Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	Five GCSE or '0' Levels (Grades A* to C) or equivalent.

	
	D

	2
	NVQ Level 3, HNC, HND in Building Studies or other relevant field is essential.
	E
	

	
	Experience & Knowledge
	
	

	3
	Knowledge of health & safety matters in relation to the CDM Regulations.

	E
	

	4
	Minimum 3 years’ experience working in an Architectural practice covering;
New build design.
Building refurbishment and renovation.

	E
	

	5
	Experience of working with design team consultants.

	E
	

	6
	Experience interpreting current legislation, policy or procedures and providing recommendations/ advice.

	E
	

	7
	Demonstrate competency in the use of Sketch Up Pro and Autodesk Revit.
	
	D

	
	Skills
	
	

	8
	IT Literate, capable of using MS Word, Excel and other office packages.

	E
	

	9
	Able to interpret figures with skill and understanding.

	E
	

	10
	Able to work successfully as part of a team.

	E
	

	11
	Able to communicate effectively both orally and in writing with a range of audiences.
	E
	

	12
	Able to work accurately and with attention to detail.

	E
	

	13
	Able to prioritise and organise own work with minimum supervision, working to deadlines and with competing priorities.

	
	D

	14
	Able to work on own initiative and make decisions without immediate reference to manager.

	
	D

	15
	Able to interpret information and situations and produce effective solutions.
	
	D

	
	Personal Attributes
	
	

	16
	Be adaptable and prepared to work in, and contribute to, team activities.

	E
	

	
	Special Requirements
	
	

	17
	The ability to communicate at ease with customers and provide advice in accurate spoken English.
	E
	

	18
	Capable of independent travel to carry out the requirements of the post.
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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