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Building Safety Levy and Operational Compliance 
Officer
Reports to:			Principal Building Control Manager

Responsible for - Directly:	0

Working environment:	Hybrid

Working hours: 	37 per week 

Fixed term/permanent/seasonal 	Permanent

Purpose of role 
The Building Safety Levy introduces a new statutory duty for Local Authorities to administer, collect and transfer levy funds in accordance with national regulations. Dedicated Government funding has been provided to support implementation of this function.
The purpose of this role is to support the effective implementation and administration of the Building Safety Levy within the Council, ensuring that levy determinations, notices, payments and statutory returns are processed accurately and in accordance with national regulations and local procedures.
The role will also contribute to strengthening operational compliance within the Building Control service, supporting accurate record keeping, audit readiness, and the collation of evidence required to demonstrate compliance with the Building Safety Regulator’s Operational Standards.
The post holder will work closely with Building Control, Planning, Finance and other internal departments to ensure levy processes are applied consistently and transparently, while supporting the Council in meeting statutory reporting and governance requirements.
In addition, the role will support the wider Building Control team in its day-to-day service delivery where required, working collaboratively with surveyors and business support staff to ensure the efficient administration of the service, maintenance of accurate records and the smooth operation of regulatory processes.
Key result areas:
· Administration of Building Safety Levy functions including payments, determinations and notices.
· Providing statutory data returns and management information required by Government and the Building Safety Regulator.
· Management of record keeping systems and ensuring the quality, completeness and auditability of data.
· Supporting operational compliance and evidence gathering in line with Building Control regulatory standards.
· Supporting the effective day-to-day administration and operational delivery of the Building Control service.
Main responsibilities
· Support the Local Authority’s readiness for the Building Safety Levy go-live, including familiarisation with collection pathways and lifecycle processes.
· Determining levy chargeability and liability in accordance with national legislation, guidance and local procedures.
· Issuing formal levy determination notices and maintaining accurate records of levy decisions.
· Monitoring levy payments and issuing appropriate confirmations or certificates.
· Conducting spot checks and verification activities, including confirmation of floor areas, exemptions or eligibility criteria where required.
· Managing review, dispute and refund requests relating to levy determinations.
· Liaising with developers, agents, applicants and internal departments to provide guidance on levy requirements and processes.
· Preparing quarterly management information and supporting the transfer of levy revenue to MHCLG in accordance with statutory requirements.
· Monitoring statutory logs, registers and performance data relating to levy administration and operational compliance.
· Maintaining clear audit trails and supporting evidence collation to demonstrate regulatory compliance.
· Administering complaints, feedback and service improvement processes relating to levy administration.
· Supporting the preparation of statutory and regulatory data returns to the Building Safety Regulator.
· Assisting the Building Control service in maintaining accurate records and systems which support regulatory compliance, audit readiness and operational transparency.
·  Supporting the wider Building Control team in the administration and coordination of day-to-day service delivery where required.
· Working collaboratively with Building Control Surveyors and Business Support staff to ensure applications, records, data systems and statutory processes are managed efficiently.
· The above may change subject to consultation with the post holder.

The above may change subject to consultation with the post holder.
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.



Person Specification
1. Experience/ Knowledge 

Essential
0. Previous experience of administration or technical administration, including computerised record keeping and data management.
0. Experience of maintaining accurate records and working with structured information systems.
0. Competent use of Microsoft Office applications or equivalent systems for document preparation, data management and reporting.
0. Knowledge of computer systems relevant to Building Control such as Civica, Ocella, Uniform, Idox or similar systems.

Desirable 
0. Knowledge of the Building Regulations, Building Safety Levy requirements and/or building construction processes.
0. Understanding of local government procedures, governance arrangements and statutory responsibilities.
0. Experience of advising colleagues or customers on the application of policies and procedures.
0. Experience contributing to the development or improvement of policies, procedures or operational processes.

2. Qualifications & Skills 

Essential 
0. [bookmark: _Hlk224316835]GCSE English and Mathematics (or equivalent).
0. NVQ Level 3 qualification in a relevant discipline such as administration, finance, construction, building control or a related field, or the ability to demonstrate an equivalent level of knowledge gained through practical experience. 
0. Good administrative and financial record-keeping skills, including maintaining accurate data and audit trails.
0. Competence in Microsoft Office applications, particularly Excel and Word, for data management, reporting and document preparation.
0. Ability to follow established procedures and statutory processes accurately.
0. Good organisational skills with the ability to manage information, records and deadlines effectively.
0. Clear written and verbal communication skills when dealing with colleagues, applicants and external stakeholders.
0. Full UK driving licence.

Desirable 
0. Level 3 or 4 qualification in a building related discipline.
0. Prince 2 Project Management Foundation (or similar).

3. Competencies
Essential
3.1 Ability to read and interpret drawings and plans
3.2 Attention to detail and ability to keep clear and accurate records
3.3 Ability to work to clearly established protocols, whilst still exercising your own initiative
3.4 Good communication skills
3.5 Perseverance, thoroughness and patience and ability to be flexible
3.6 Ability and willingness to work with computer systems

4. Personal Qualities and Attributes 
4.1. Thorough, accurate, analytical focus with good judgement 
4.2. Approachable with good listening skills 
4.3. Personal resilience
4.4. Ability to work to tight deadlines, under pressure
4.5. Probity and integrity
4.6. Fairness and consistency
4.7. Enthusiastic about new initiatives and keen to be involved 
4.8. Ability to understand and maintain confidentiality 
Desirable 
4.9. Enabler, self-motivated and able to motivate others. 
4.10. To undertake training to comply with Continual Professional Development to maintain professional qualifications 

The following criteria will be tested at interview stage and does not need to be evidenced in an application form, CV or covering letter

5. Agreed Behaviours Framework 
5.1. Putting Great Yarmouth first
5.2. Effective and open communication
5.3. Respecting others
5.4. Working together
5.5. Embracing change
5.6. Taking personal responsibility

6. Additional requirements 
6.1. Basic/Enhanced DBS Check 
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