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 Job description
	Job title

	Immediate team
	Building Control

	Service team
	Planning

	Line manager’s job title
	Business Development Officer

	Number of direct reports
	0

	Salary and grade 
	£28,740- £33,565 per year, Grade 3

	Duration of role
	Permanent

	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
	13-07-2026


	About the role and what we’re looking for

	This role involves undertaking the technical administrative duties for the

support of the building control service, ensuring that it is carried out in

accordance with the Council’s statutory duty relating to the application and

enforcement of the Building Regulations 2010. The role will include

answering the phone, technical validation checking of plans, booking site

inspections and taking payments for a range of applications.
This is a varied role, and the post holder will be organised and efficient with

excellent communication skills, an eye for detail, good problem-solving

skills, and can prioritise workloads.
A desire for order, along with a drive to exceed performance targets and

deliver excellent customer service would be a bonus.
If this sounds appealing to you, this could be the role for you.

Main duties and responsibilities
· to validate and register applications submitted under the building regulations, competent person schemes and registered building control approvers and maintaining registers.
· to evaluate and calculate charges for building regulation applications, measuring plans, being able to explain any technical corrections required on the plans for them to be validated. 
· to produce and send documents, letters and e-mails involved in the building control procedures including consultation with various statutory bodies.
· to raise purchase orders, take credit/debit card payments and to generate invoices for the collection of building regulation charges. 
· to arrange building control surveyor appointments for customer meetings and site inspections 
· to provide minor technical advice to applicants, agents, members and all stakeholders on matters related to building control, including need for approval, exempt buildings, sewer positions etc
· to respond to formal enquiries relating to land searches, building records and associated matters 
· to promote and encourage use of the Local Authority Building Control Service, including associated products and business partners.

· to exercise and promote a high level of customer satisfaction.

· Identify tasks and issues for review and improvement.

· Will include a flexible approach to working in the offices as part of our hybrid pattern and ensuring business continuity and service delivery. 

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. GCSE’s in English and Maths, or equivalent level of qualification or experience

Your essential skills, knowledge and experience
2. Good general administrative / office experience (at least two years, including proficiency in use of the Microsoft Office suite, etc.) with experience of working to service standards and targets, with the ability to follow procedure and prioritising strong attention to detail.

3. Financial experience of dealing with purchase/sales orders, accounts, etc. with good analytical, problem-solving and numeracy skills. 

4. Methodical and flexible approach to work with the ability to work independently, take initiative for implementing improvements and for making decisions.

5. Effective communicator with excellent customer service skills and the ability to follow procedure.

6. Strong mental agility skills such as fact finding, problem solving, analytical work and using judgment.

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

· experience of working with specialist software systems such as DEF Mastergov

· experience of working in Local Authority Building Control

· the ability to read and interpret plans/drawings
· knowledge of building industry terminology  
· experience in working with electronic measuring of scaled technical drawings
· knowledge or interest in development of building control service as a business and knowledge of building terminology
Your style and behaviours
· Direct and honest communication with team members and customers, with an empathic view to resolving conflicts

· Tactful and respectful manner when working with customers and colleagues

· Able to adapt to the demands of the business

· Positive attitude and receptive to new ways of working and process improvement

· Calm under pressure, enthusiastic, reliable and 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.
	No

	Politically sensitive post
	No

	DBS check required
	No

	Full driving licence and use of a car for work
	No

	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 Stacie Carter at stacie.carter@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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