EAST DORSET DISTRICT COUNCIL

JOB DESCRIPTION 

PLANNING
	BUILDING CONTROL DIVISION



	POST: ASSISTANT BUILDING CONTROL OFFICER


	POST NO: PL0403

GRADE: SCALE 6



	RESPONSIBLE TO: SENIOR BUILDING CONTROL 

                                     OFFICER
	RESPONSIBLE FOR: Technical duties within the Building Control Office; supporting District Building Control Officers and Administrative Staff in their work.


This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop and working practices change in order to meet the demands of the service, new legislation or policies of the Council.  It is expected that the post holder will contribute to and assist in the development of such changes.

KEY ROLES

To carry out technical and administrative duties within the Building Control Office and in areas of the District as directed by the Senior Building Control Officer under supervision of District Building Control Officers or the Senior Building Control Officer.  To deal with telephone, counter and post enquiries from members of the public and colleagues in a courteous and efficient manner.

key tasks

1. Plans Examination

(a) The checking of plans and Building Notices to ensure compliance with the Building Regulations and relevant parts of associated legislation.

(b) To support Administrative staff within the Section to ensure applications are processed efficiently and the correct fee has been paid.

2. Site Inspections

(c) The inspection of buildings and structures during construction, including the witnessing of testing of drainage systems, to ensure compliance with the Building Regulations and relevant parts of associated legislation.
(d) To assist the District and Senior Building Control Officers with the organisation of site inspections and the organisation of casework within their area of the District.
3. Communication
(e) To communicate in a timely and appropriate manner with the services clients to ensure that they are aware of relevant Building Regulation matters pertaining to their building work and Building Regulation application.
(f) To produce accurate and comprehensive records relating to site inspections by means of dictated notes, written notes and sketches at various stages of the work.  Such notes and sketches to be maintained in the relevant file.

(g) Where appropriate, ensure site inspection record books are kept up to date together with any site inspection checklists.

4. Training and Development

(h) To develop a detailed knowledge and understanding of Building Regulations and associated legislation through research, training and continuous professional development so that membership, at an appropriate level, is obtained/maintained with the Association of Building Engineers (ABE) or Royal Institute of Chartered Surveyors (RICS).

5. Liaison with Development Control Staff

(i) The checking of ‘setting out’ and the use of materials on site to ensure the work is in accordance with planning requirements and conditions.
6. Other Duties

(j) To assist, as directed by the Principal or Senior Building Control Officer, in work which relates to the management of the Building Control function including covering for administrative staff and the Building Control Technician as required.

(k) To operate and record data on the Building Control computer system.

(l) To assist in the organisation of technical seminars.

(m) To keep up to date and maintain in good order, the Division's Technical Library.

(n) To undertake such other reasonable duties within the competence of the post holder as may be assigned from time to time.
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