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	JOB TITLE
	Building Control Support Team Leader

	REPORTS TO
	Building Control Service Manager

	DIRECT REPORTS
	Tech Support officers 

	INDIRECT REPORTS
	n/a

	
	

	PURPOSE OF THE JOB ROLE

	To lead and manage a team to provide an efficient and cost-effective support to the Building Control function at RBWM in accordance with the requirements of the quality assurance scheme and Building Safety Regulator.

To actively develop the Uniform system (or any subsequent database system) to reap efficiencies and monitoring to support the KPI requirements and explore efficiencies within automated system capabilities

To provide management and supervision to the tech support team ensuring accuracy and compliance with requirements of the Building Safety Act and QA system.

Contribute to leadership of the Building Control service to develop and implement the business plan to ensure long‐term competitiveness and viability and to deliver the authority’s strategic priorities.


	

	MAIN DUTIES AND RESPONSIBILITIES

	1. Provide daily management, supervision and monitoring of BC support officers, including appraisals and training.
2. Maintain and provide the statutory returns for P2 and KPI’s for the Building Safety Regulator.
3. Maintain and monitor the QA system for the Building Control service under the ISO 9001, including carrying out audits and active participation in the external audit process.
4. Checking and assessing fees and charges for building regulation applications prior to registering and validating.
5. Maintaining and uploading to the various statutory registers required under the Building Act and Building Regulations, including competent person schemes and initial notices.
6. To manage the uploading, scanning and publications of all Building Control related documents.  Ensuring the statutory registers are maintained in compliance with confidentiality, GDPR and copyright legislation. 
7. Responding to general enquiries on telephone and email
8. Responsible for the registration process and procedures, including all administrative support for building control application types including validating, plotting and sending correspondence, prioritising workloads to ensure all statutory targets are met.
9. Deal with complex correspondence on customer service matters in accordance with the Council’s agreed service standards and central government legislation that cannot be handled by the Customer Contact Centre.  To liaise with the Customer Contact Centre leads to ensure a combined approach to achieving the best service for customers. Dealing with and responding to solicitor enquiries, complaints, FOI and EIR requests.
10. To manage the financial needs of the Building Control service including production of financial reports; management of invoicing, purchase orders, reconciliation and bad debtor processing and assisting with the revision of fees and charges.
11. Ability to work flexibly and dealing with difficult and/or distressed customers to endeavour to resolve issues.
12. Develop a culture of customer care and develop relationships in order to maintain and increase our market share, developing customer feedback systems, raising the profile, marketing and monitoring our services performance.
13. Monitor, update and enhance our website to ensure information and self-service capabilities available to customers, to ensure the content is accurate and informative.

	This job description outlines the main duties and responsibilities but does not detail every task required for service delivery. You may be asked to take on additional duties at an equivalent level, on a temporary or permanent basis.



	

	GENERAL RESPONSIBILITIES

	Standard responsibilities that apply to all council staff or specific groups are set out in the Employee Handbook, these include:

	· Corporate management
· Information governance compliance
· Whistleblowing
· General Safeguarding Statement
· Project and work management
· Working in a team
	· Risk management including Health & Safety
· Business continuity
· Equality of Opportunity
· Our corporate values 
· Budget management
· Specific responsibilities for managers



Local operating procedures and specific activities/tasks will be supplied by the service.

	

	PERSON SPECIFICATION

	Qualifications/Education/Training 
	GCSE maths and English (Essential)
A Level or equivalent knowledge and experience gained through work related training. (Desirable)
LABC tech support level 3 (Desirable)

	Experience 
	Experience of working within Building Control with knowledge and understanding of Building Control processes and legislation. (Essential)

Dealing with a wide variety of customers including members of the public and professionals including extensive relationship management experience. (Essential)

Experience and understanding of working with spatial systems such as GIS (Essential)

Experience of dealing with conflict and difficult customers. (Essential)

Experience of working with Uniform system. (Desirable)

Experience of updating website content. (Desirable)

Experience of supervising a small team. (Desirable)

Marketing experience (Desirable)

Experience of dealing with budgetary monitoring and fees and charges monitoring. (Desirable)




	Skills, Abilities and Competencies 
	Excellent customer care skills (Essential)

Excellent administrative skills with attention to accuracy and detail (Essential)

Ability to measure and understand plans and technical drawings (Essential)

Ability to work with minimal supervision, prioritise workload and motivate a team. (Essential)

Knowledge of Local Authority complaints procedure, Data Protection & Freedom of Information Acts. (Essential)

Ability to work under pressure to ensure statutory deadlines and life safety issues dealt within required time scales. (Essential)

Computer literate with advanced Microsoft office skills and have a good knowledge of database systems and processes. (Essential)

Be able to communicate in a clear and concise manner, in person, on the telephone or by email to a variety of officers, Members, applicants, agents and the general public. (Essential)

Ability to work individually or as part of a team. (Essential)

Ability to develop and provide process and procedural guidance documentation for the support team. (Essential)

Excellent negotiation, motivation and persuasion skills (Desirable)



	Specific Working Requirements
	

	
	

	OTHER/SPECIAL REQUIREMENTS 

	DBS check required for this role
	Not applicable

	Is this role “politically restricted”?
	No

	

	ADDITIONAL JOB DETAILS

	Job Grade
	6

	Directorate
	Place

	Service Area
	Building Control



Humility, Empower, Respect, One Team.
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