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 Job description
	Infrastructure Technical Officer

	Immediate team
	Infrastructure Monitoring and Collections

	Service team
	Finance

	Line manager’s job title
	Community Infrastructure Officer (registration)

	Number of direct reports
	None

	Salary and grade 
	Grade 4, £35,565 - £39,271

	Duration of role
	Permanent or Fixed term contract for 2 years

	Hours per week
	37

	Location
	The designated office base is Abbey House, Abingdon. The councils operate in a truly flexible, and hybrid way where the focus is on outcomes not where you work.

	Employing council
	South Oxfordshire District Council

	Probationary period
	Six months

	Notice period
	One month 

	Annualised hours apply
	Yes

	DBS check required
	No

	Date job description updated
	June 2026


	About the role and what we’re looking for

	This is a chance to join the councils’ Infrastructure Monitoring and Collections team who are responsible for the collection and monitoring of funding and non-financial obligations secured from housing developments in districts.  Both Councils have strong growth agendas to create homes, jobs and improved spaces within our districts.  The delivery of infrastructure is key to achieving our aims and goals and you will be part of a busy team working to deliver infrastructure across both South Oxfordshire and the Vale of White Horse districts. 

The main focus of this post is support the administration of Building Safety Levy processes, including determining levy chargeability and liability, issuing levy determination notices, arranging spot checks, receiving payments and issuing payment certificates, dealing with requests for reviews from developers and quarterly management information and revenue transfer to the government.
You will need to be enthusiastic, dedicated and have a strong customer service ethos.  This is a challenging and varied role that requires strong IT skills for managing information, the ability to interpret planning applications, explain complex processes to customers and use the council’s finance systems for invoicing.

Main duties and responsibilities
· determining if planning applications are Community Infrastructure Levy (CIL) and Building Safety Level (BSL) liable using the government CIL and BSL regulations and liaising with developers and homeowners about their plans in relation to the council’s CIL Charging Schedules and BSL rates

· creating and maintaining database records relating to CIL and BSL infrastructure requirements

· checking and validating forms and plans against statutory requirements and securing additional or revised details as necessary

· measuring floor space using the RICS Code of Measuring regulations and calculating the CIL and BSL charges by using the relevant CIL Charging Schedule and indexation and BSL rates

· monitoring permitted development applications for CIL liability

· monitoring stage 1 and 2 of the self-build processes, advising customers of the government regulations and validating forms and evidence documents

· conduct spot checks of sets of BSL information received in accordance with regulatory requirements which will include measuring plans, checking exemptions claimed against evidence provided.

· Issuance of the relevant BSL certification to developers

· prepare and submit quarterly transfer of monitoring information and revenue to government.

· handling commencement requirements by validating forms, creating the demand notices, and preparing for invoicing

· monitoring when CIL instalments are due and preparing for invoicing

· using the council’s finance system to raise invoices and check for payment 

· producing reports for self-build applications, payment instalments and all validated planning applications

· sending letters and emails to customers reminding them of their obligations and updating the database with their responses

· filing of all documents and letters relating to the Collections and Monitoring team

· determining what needs to be redacted in documents saved to the council’s public folders
· dealing with enquiries from district, town and parish councillors, members of the public and people involved in the planning process (developers, builders, agents, architects), in person, by telephone and via email 
· undertaking and recording consultations on amended plans
· giving administration support for CIL/Section 106/BSL in both the Collections and Delivery teams
Other responsibilities
· Provide statistical information, monitoring performance against targets, assist in the preparation of reports and other documentation as required.

· Raise purchase orders, payments and code invoices on our financial system.

· Update the intranet and internet pages for the team.

· Arrange meetings internally and externally, taking and distributing minutes as required.

· Making arrangements for statutory public CIL examinations in line with regulations 
· Assist in the production of publicity materials and press releases and at promotional events including site openings, community briefings and forums (occasionally out of hours).

The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 



	About you

	Your essential qualifications

1. A minimum of two year’s general office experience with grade 4 minimum in Maths and English GCSE or equivalent
Your essential skills, knowledge and experience
1. good IT skills, including email, Excel and Microsoft packages and keyboard skills with a good level of numeracy and the ability to work accurately and proactively

2. methodical and flexible approach to work

3. good and effective communication and excellent customer service skills

4. ability to follow procedure with keen attention to detail 

5. ability to use your own initiative

If you have the following experience or qualifications – it’s a bonus 

· interpreting and validating planning applications

· knowledge of CIL legislation

· knowledge of S106 processes

· experience of working within a planning and building control environment 

· experience of measuring plans electronically using Adobe

· experience of calculating infrastructure fees

· using an electronic accounts system for raising purchase orders and paying invoices

· dealing with members of the public in person and by telephone

· 2 ‘A’ Levels or equivalent qualifications or level of experience
Your style and behaviours
· have a positive and can-do attitude

· enjoy working as part of a team

· willing to help colleagues

· an understanding and commitment to equal opportunities / diversity in all aspects of service delivery and relationships with colleagues

· tactful and respectful manner when working with customers and colleagues

· enthusiasm and a proactive approach to work, with an ability to work under pressure and prioritise effectively to meet deadlines

· commitment to customer service and continuous improvement



	Work related requirements:

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2017; the requirement to fulfil all spoken aspects of the role with confidence in English applies.
	Yes

	Politically sensitive post
	No

	DBS check required
	No

	Full driving licence and use of a car for work
	Yes

	This role requires you to drive a company vehicle for work
	No

	About us

	Our Vision
We are customer focused and approachable. We are honest and open and are committed to providing high quality cost-effective public services.

Our Values
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Our vision and values are important to the councils, and we expect you to support them and embed them in the way we work.



	The benefits we offer

	· A basic 26 days annual leave per annum, rising to 31 days after five years.  You also have all the bank holidays to look forward to and time off between Christmas and New Year.

· Flexible working and annualised hours – a flexible approach to work that our employees love!

· Salary pay awards – most jobs give scope for a pay increase after six months or the following April (depending on your start date) and we also review salaries each April. 
· A generous career average pension scheme which includes life insurance of three times your salary

· The opportunity to purchase a bike through Cyclescheme (cheaper than directly through a store) so that you can cycle to work!

· Various schemes to keep you healthy (reduced gym membership, free swims, free eye tests for DSE users and more)

· We give you two days per year to volunteer within the local community.
· A range of resources, support, and activities to help you maintain your wellbeing including a monthly wellbeing hour in addition to annualised hours (the ability to work flexibly as long as, over the course of the year, you complete your contracted hours) and annual leave.


	How to apply

	Having read about our role if you have any questions please email Lisa Moss at lisa.moss@southandvale.gov.uk  
If this job excites you please complete our online application at https://myrecruitment.southandvale.gov.uk/
We look forward to hearing from you.
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