Gravesham Borough Council 
	Division:
	Housing Services

	
	

	Department:
	Housing Assets

	
	

	Post Title:
	Building Safety Coordinator

	
	

	Grade:
	SO1/2

	
	

	Hours
	37

	
	

	Responsible to:
	Building Safety & Investments Manager


Job Description
This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes
Job summary
To support the delivery of the Council’s response to the Building Safety Act 2022, the Fire Safety Act 2021 and all secondary legislation.
To provide a professional and comprehensive support service to the Building Safety Team and to effectively communicate with residents in matters relating to building safety. 
This is an opportunity for the new post holder to develop their area of responsibility and is expected to take a flexible approach to the duties of the post and to assist in covering all aspects of administrative work throughout the Building Safety Team as required in order to support delivery of the organisation’s business goals.
Main responsibilities 
Reporting to the Building Safety & Investments Manager, the Project Surveyor will:
· To contribute to the delivery and development of building safety policies and landlord compliance, including making amendments following change in regulation or legislation.

· Assist in implementing the requirements of the Building Safety Act 2022, including developing the digital record (golden thread) and safety cases
· To be responsible for the delivery of the Building Safety Resident Engagement Strategy ensuring that all regulatory and legislative responsibilities in relation to it are achieved and evidenced.
· Manage the Building Safety mailbox and act along with your team as the first point of contact for internal and external customers including our contractors, to resolve any queries that are raised. If not able to do so, to escalate to the appropriate person/team/contractor.
· Ensure the information provided to residents in the ‘My Building Safety’ app is accurate and regularly updated  
· To ensure resident’s Personal Emergency Evacuation Plans are kept up to date and accessible by Kent Fire & Rescue Services. 

· Ensure that tenants are actively informed, consulted with and able to positively contribute and influence matters relating to building safety that are legislatively required under the Building Safety Act and that this is clearly evidenced.  
· Arrange and coordinate regular meetings for the Building Safety Panel, made of council officers and Building Safety Champions from each of our five high-rise residential buildings, ensuring residents get involved with decision making in relation to building safety
· Ensure resident concerns and reports about the safety of the building are processed in a compliant and efficient manner, and effectively manage the complaints procedure 
· Assist the Building Safety Manager assign priorities and carry out thorough investigation and settlement of complaints. Assist residents who challenge our response or decision with our handling of building safety risks, including the option to escalate the matter and be referred to the Building Safety Regulator. 
· Conduct resident surveys, track trends in complaints and feedback about safety concerns and suggestions for improvements

· Plan and implement engagement activities to promote a sense of community and shared responsibility for building safety. Encourage resident involvement in safety initiatives and decision-making processes. Organise workshops providing education and awareness of building safety for our residents, the building safety panel and staff.

· To develop and produce regular assurance reports for senior managers covering all areas of performance, processes, procedures and statutory compliance responsibilities in relation to building safety resident engagement.
· Compile as required, statistical data including performance indicators; analysing results, identify trends and implementing appropriate actions and be responsible for updating the Compliance Dashboard monthly for the purpose of providing monthly updates to the senior management team.
· Once achieved, support the service to address any cultural change required by the Building Safer Futures Charter and lead on the annual review.

· Provide support and advice to other Council teams such as Independent Living, Estate Services and Neighbourhood Housing team in relation to building and resident safety. 

· Access and accurately update all relevant information systems, both customer and back office ensuring that the master customer record is updated and maintained through verification and validation, and in accordance with Data Protection principles.
· Assist as required with the procurement of goods and services, including the appointment of contractors, to support the delivery of Resident Safety projects (including producing all necessary tender and quotation documentation).

General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, including assisting with other Compliance and Planned Works related work streams, as directed by management.
To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours. In the event an incident has occurred which disrupts the Council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

The post holder will comply with Statute and Council Policy in all respects. A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

Show an awareness and commitment to section 17, which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA.
Show awareness and commitment to Gravesham Borough Council’s declaration to be carbon neutral by 2030 and The Corporate Plan 2019-2023.
Commit to provide excellent customer service and promote the values of the Council.
GRAVESHAM BOROUGH COUNCIL

PERSON SPECIFICATION

	POST:  Project Manager (Building Safety)
	POST No.     G371
 

	CHARACTERISTIC
	

	
	                                  SPECIFICATION
ESSENTIAL                              DESIRABLE

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)


	Excellent proven written and verbal communication skills

Excellent attention to detail and accuracy.
Good IT skills including working knowledge of Word, Excel & Outlook 
Strategic and analytical thinking

	Good presentation skills



	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)


	Demonstratable knowledge of current legislation covering areas of statutory landlord compliance.
	Knowledge of Building Safety Act 2022

	QUALIFICATION
TRAINING
(Educational/vocational qualifications and other training)

Verification will be required


	Good standard of general education to GCSEs at grade C (or equivalent) including English and Maths


	Happy to work towards a relevant qualification

Level 5 qualification

	EXPERIENCE
(Level and type of previous experience)

	Experience of a similar role in the construction and housing industry.

Experience with working under pressure.

	Working in a Local Authority/ Social Housing environment


	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)


	Work alone unsupervised or as part of a team.

Can work with minimum supervision and to tight deadlines.

Assertive and able to deal with difficult customers/situations


	

	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)


	Full driving licence and use of car to carry out duties 

Commitment to promote Equal Opportunities in line with the authority's policies and procedures.

Willingness to undertake occasional out of hours work.


	


