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JOB DESCRIPTION


Department:	Corporate Support				Location:	Bootle

Division:	Property & Building Services		Post No:	
		
Section:	Building Services
	
Post:		Construction Services & Compliance Support Assistant

Grade:	E 


Responsible to:	Senior Construction Services & Compliance Officer.	

Responsible for: 	There are no direct reports.


Job Purpose 

The post holder will support the establishment, of procedures, and facilitate all necessary communication between parties, to ensure that all statutory compliance works are completed in accordance with the required standards and, therefore, that the Council’s legislative requirements are met.

Main Duties and Responsibilities

The post holder will contribute to the delivery of a comprehensive statutory compliance service.

The post holder will be required to: 

1 Support in the establishment, maintenance and development of systems and procedures necessary to ensure that all statutory tests and inspections, and any associated remedial works, are undertaken in a proper and timely manner.

2 Ensure that statutory compliance inspection requirements are identified and carried out in accordance with the necessary timing requirements.

3 Ensure that all relevant certification is provided in a timely and acceptable manner, ensure that documentation complies with relevant legislation and is in accordance with good industry practice. 

4 To identify non-compliant items from test certificates, obtain costs for necessary remedial works, obtain authorisation for such works, raise and issue orders to contractors and manage payments.

5 Manage documentation to ensure that certificates, and all other relevant documentation, are retained and properly stored so that they are available for immediate inspection.

6 Carry out the day-to-day administration tasks necessary, including data entry and the update of electronic databases and spreadsheets, to ensure that all records are up to date and meet the necessary requirements to ensure statutory compliance.

7 Interrogate and analyse data as necessary to identify any areas of non-compliance or problem areas and trends. Prepare reports as necessary.

8 Prepare site logbooks for new sites, or where sites have significantly altered, and assist in the production of tender documentation.

9 Facilitate effective communication between all parties, including the statutory compliance team, works contractors, clients (both budget holders and site representatives) and management plan duty holders. Promote the development of good working practices and relationships between all parties.

10 Liaise with statutory bodies and other Council departments, provide support to end users during the course of the inspections.

11 Support the provision of helpdesk services for the department and provide cover in key service areas as required.



Special Conditions

None


General

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

Since confidential information is involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

The post holder is to undertake, and participate in training, coaching and development activities, as appropriate.

All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.
	
Note: 	
Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.


Prepared By: P Bowe		
	
Designation: Strategic Operations Manager	

Date:	April 2023.
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