

Gravesham Borough Council

Directorate 	Corporate Services 

Department:	Buildings & Repairs

Post Title:	Building Safety & Compliance Manager 

Grade: 	POA

Responsible to:	Buildings & Repairs Manager 



Purpose of Job:

Responsible to the Buildings & Repairs Manager for overseeing and coordinating the servicing programmes, building safety, compliance and mechanical and electrical workstreams for the corporate property portfolio, ensuring that the Council complies with all relevant legislation, guidance and codes of practice and that the portfolio remains compliant. 



Job Description

1 Job Activities

1.1 Management of all servicing programmes within the team including the ‘big six’ consisting of Fire Safety, Lifts, Asbestos, Gas, Electrical and Legionella ensuring that the Council remains compliant at all times with the relevant legislation and statutory requirements. 

1.2 Ensure that all building safety and compliance remedial works and risk related actions as a result of servicing visits are actioned within appropriate timescales and that documentation is filed correctly, ensuring the golden thread is in place for all buildings. 

1.3 Assume responsibility for the department ‘Compliance Tracker’ or other compliance management software ensuring that it is accurate and kept updated and use these to provide frequent reporting of compliance statuses to senior managers or members. 

1.4 Manage health and safety across the Buildings & Repairs team ensuring that all projects, programmes and works are compliant with the Construction (Design and Management) Regulations 2015 and that appropriate procedures are in place and assume the role of Principal Designer. 

1.5 Assume the role of ‘Asbestos Coordinator' for the service ensuring that there are sufficient procedures in place for the management of asbestos containing materials within the portfolio and that annual reinspection’s are undertaken and that the asbestos policy, management plan and register are kept under frequent review. 

1.6 Oversee ad hoc servicing, mechanical and electrical programmes including public clocks, intruder alarms, BMS system, lightning conductors, CCTV and any other programmes within the remit of the team.

1.7 Responsible for the commissioning of fire risk assessments to the buildings within the remit of the team and ensure that all actions are completed in accordance with risk and that other teams are held accountable for the progression of their actions. 

1.8 Develop and co-ordinate health and safety plans / procedures in relation to; maintenance, site safety, workplace safety, CDM compliance to protect building users, employees and the general public.

1.9 Responsible for ensuring that all activities outlined in compliance and health and safety related policies and procedures within the department are undertaken and carried out effectively, ensuring that the Responsible Person and Duty Holder responsibilities are being delivered. 

1.10 Maintain an up-to-date knowledge and awareness of relevant laws and implement necessary changes to maintain compliance, ensuring that the Council consistently fulfils its obligations and requirements related to Health & Safety, statutory regulations, and council policies.

1.11 Facilitate insurance inspections and risk surveys ensuring that all relevant documents are provided to the insurers and that any remedial actions as a result of these inspections are actioned within good time. 

1.12 Ensure that Officers outside of the Buildings & Repairs team that are responsible for the management of compliance work items e.g. emergency light flick testing, water flushing, fire alarm testing etc are undertaking their duties appropriately and providing the relevant information and evidence to the team. 

1.13 Promote a culture of compliance and safety within the organisation by regularly reviewing and improving compliance processes, so as to help prevent issues and ensure a safe environment for everyone involved.

1.14 To ensure that jobs raised in relation to Building Safety & Compliance on the service desk are allocated promptly and that progress of jobs is appropriate.

1.15 To be available to undertake the supervision of contractors out of normal working hours and to be part of the emergency out of hours rota for the Civic Centre if required.

1.16 To assist the Buildings & Repairs Manager in the preparation of capital and revenue budgets, forecast and related work programme and completion of the monthly budget monitoring sheets, in relation to Building Safety and Compliance. 

1.17 To assist the Buildings & Repairs Manager in the preparation of reports in relation to Building Safety and Compliance, to Management Team / Committee as required.

1.18 To assume line manager responsibility for staff, undertaking 1-2-1s and appraisals in accordance with HR’s guidelines.

1.19 To be part of the emergency response team for the Civic Centre / Woodville which covers fire and other emergencies.

1.20 To assist the Buildings & Repairs Manager in preparing the team’s element of corporate documents such as Business Plans and Business Continuity Plans

1.21 To regularly liaise with client departments within the Council to ensure the maintenance regime fits their service delivery needs and they are receiving the appropriate level of service from the team.

1.22 To deputise for the Buildings & Repairs Manager as required.





2	General
2.1	To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

2.2	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 that 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.

2.3	A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

2.4	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.

2.5	The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation

2.6	The post holder will comply with Statute and Council Policy in all respects.

2.7	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.

2.8	A commitment to excellent customer service and the values of the Council.










Person specification
	Characteristic
	Specification

	
	Essential
	Desirable

	Skills / Abilities
(Specific skills and abilities required to undertake the duties)
	Good communication and negotiating skills and the ability to prepare clear and concise reports and correspondence.
Ability to schedule workloads and to work to deadlines.
Good IT skills including the use of Microsoft Office Suite.
Contract management 
	Experience of managing a compliance team 


	Knowledge
Particular knowledge which will be necessary to perform the work effectively, (e.g. of specific legislation or regulations)
	Knowledge of legislation, regulations and Approved Codes of Practice (ACoPs) detailing the management of building safety relating to fire, legionella, asbestos, gas safety, electrical, LOLER (lifts). 

Enhanced knowledge of public sector building safety management. 

Good working knowledge of Microsoft 365 software including outlook, word, excel and teams)

	Extensive knowledge of the Building Safety Act and at the forefront of changes to legislation on the horizon. 


	Qualification Training 
(Education/vocational qualifications and other training).
	Industry recognised qualification in Health & Safety such as NEBOSH / IOSH 

Qualifications relevant to the remit of the role such as Asbestos, Fire, Legionella etc. 

	Construction project or contract management related qualification 
Level 4 Diploma in Facilities, Building Management & Compliance


	Experience 
(Level and type of previous experience).
	Experience of managing compliance and building safety programmes of work in the public sector.  

Experience of manging compliance statistics and reporting. 

Able to foster positive relationships with colleagues, management and contractors.
Proven ability to develop, improve and promote changes to services and functions.
Interpreting and applying rules and procedures in the discharge of duties
	Working in a Local Authority environment.


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

Professional approach to all.
Ability to adapt quickly to demands and readily accept changing situations.
Able to work on own initiative to resolve issues.
Forward thinking ‘can do’ attitude with the drive and motivation to deliver high standards of performance.

	

	Special Conditions 
(e.g. willingness to work unsociable hours or wear a uniform).
	Out of hours working as and when required
Attending & responding to emergencies out of hours
Full driving licence and use of car to carry out duties 
	




