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JOB DESCRIPTION


	Job Title
	Building Safety Levy Technical Support Officer
	Post Number
	BC863

	Grade
	4
	Service Area
	South Worcestershire Building Control

	Special Conditions 
	
	Additional Benefits

	

	Authorised by
	Director of Planning and Infrastructure
	Date
	July 2026



Job Purpose
	The purpose of this role within the Council is:
	To administer, calculate, invoice, collect, monitor and recover Building Safety Levy charges from developers in accordance with the Building Safety Act 2022 and the Building Safety Levy (England) Regulations 2025. 

To provide a technical and administration support service for the South Worcestershire Building Control Partnership. 



	Responsible for demonstrating commitment to delivering the Councils’ values


	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Technical Administration Team Leader

	The postholder manages \supervises:
	No direct reports





	
Key Accountabilities (All accountabilities will be carried out in line with the Councils policies, procedures and relevant regulations and legislation)


	1
	Administer the Building Safety Levy process from application through to collection.

	2
	Validate levy information submitted with building control applications and commencement information.

	3
	Calculate levy liabilities using published levy rates and applicable exemptions or discounts.

	4
	Issue liability notices, demand notices, invoices and correspondence.

	5
	Monitor payment compliance and pursue outstanding debts.

	6
	Liaise with developers, agents, Registered Building Control Approvers and the Building Safety Regulator.

	7
	Maintain accurate levy records and audit trails.

	8
	Support appeals, reviews, disputes and exemption assessments.

	9
	Working closely with finance, legal, planning and building control teams, produce performance reports, financial forecasts and management information.

	10
	Support internal and external audit activities.

	11
	Ensure compliance with data protection, financial regulations and corporate governance requirements.

	12
	To receive incoming enquiries (telephone and emails) in relation to Building Control, responding to those directly where able and acting as a liaison between customers and the Building Surveyors.

	13
	To co-ordinate service requests with the Building Control Surveyors, 
registering applications received for Building Regulations and issue Decision 
Notices, Completion Certificates and Invoices.

	14
	To offer advice to customers on Building Regulation Fees and to check and validate fees in relation to Building Regulation applications.

	15
	To deal with a wide range of enquires and give good, clear advice followed promptly by any necessary actions required, in the form of written replies or reports to officers, customers and Members.

	16
	The postholder may be required to undertake such other duties as may be reasonable required to be consistent with their general responsibility of their role.




NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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KEY REQUIREMENTS



	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	A good standard of education including Maths and English
	E
	

	Qualifications in finance, construction, or regulatory services
	
	D

	Training in building control, planning, or development contributions.
	
	D




	Work Experience

	Essential
	Desirable

	Experience in financial administration including raising purchase orders and invoices, income collection, debt recovery or regulatory administration.
	E
	

	Knowledge of Building Control, the Building Safety Act 2022 and levy regulations, Planning or Development Management

	
	D

	Experience maintaining accurate records and databases.
	E
	

	Experience within local government.
	
	D

	Experience with statutory charging schemes or regulatory fees.
	
	D

	Experience of working within a Planning/Building Control
service.
	
	D




	Skills Required

	Essential
	Desirable

	Strong analytical and numerical skills.
	E
	

	Excellent customer service and communication skills.
	E
	

	Ability to interpret legislation, procedures and guidance.
	E
	

	Competent IT user including, Word, Excel, Teams

	E
	

	Ability to organise own workload to meet competing priorities.

	E
	

	Keen, enthusiastic and eager to resolve customers enquiries, including ability to deal with any complaints.
	
	D

	The ability to read maps and plans.
	E
	



	Behaviours

	Essential
	Desirable

	Ability to work effectively as part of a team.
	E
	

	Professional and customer focused 

	E
	

	Willingness to undertake relevant training

	E
	

	Ability to attend site visits and meetings as required

	E
	

	Work under own initiative, self-motivate and work under pressure 

	E
	

	Flexible approach to work, with an ability to respond to varied requirements, prioritise accordingly and work effectively to tight deadlines
	E
	



Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
image1.jpeg
Malvern
Hills

District,
Coundll





