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Job Description

This job description outlines the principal duties and responsibilities of the post. It is intended as a working document and may be reviewed and updated to reflect changes in service requirements, legislation, Council policy or working practices. The postholder will be expected to contribute to and support the implementation of such changes.

Job Summary
	
Reporting to the Building Safety & Investments Manager, you will act as the department’s operational lead for asbestos management across the Council’s housing properties. You will provide specialist advice and assurance to promote best practice, statutory compliance and effective control of asbestos-related risk, protecting residents, employees, contractors and others who may be affected.

You will oversee the Asbestos Management Plan, asbestos register, survey programme, risk-based actions and emergency arrangements, ensuring that information is accurate, accessible and acted upon.

You will coordinate with residents, client representatives, principal designers, principal contractors, project managers and specialist advisers, ensuring that asbestos risks, control measures and required actions are clearly communicated and managed throughout each project.

Main responsibilities

Oversee, maintain and implement the Asbestos Management Plan, advising on the procedures and controls required to comply with the Control of Asbestos Regulations 2012.

Maintain oversight of the asbestos register and associated survey information for the Council’s housing properties, ensuring that records are current, accessible and communicated to those planning or undertaking work.

Develop and maintain a risk-based programme of asbestos surveys, inspections, monitoring, remedial works and management actions across the housing portfolio. Track actions to completion, investigate overdue or non-compliant items and escalate significant risks through Council governance arrangements.

Once appropriately qualified and assessed as competent, carry out asbestos re-inspections in accordance with the Asbestos Management Plan, recording changes in condition, updating risk assessments and raising and monitoring required actions.

Quality-assure asbestos surveys, analytical results, plans of work, air-monitoring information, clearance documentation and waste consignment records. Challenge incomplete or inconsistent information and ensure that approved records are uploaded promptly to the relevant systems.

Maintain and test asbestos emergency-response arrangements. Lead the response to suspected disturbances or unplanned discoveries, support incident investigations and ensure that lessons learned are reflected in procedures, training, contractor controls and the Asbestos Management Plan.

Lead the investigation and resolution of asbestos-related customer complaints, coordinating relevant teams, contractors and specialist advisers to provide timely, accurate responses and complete agreed actions.

Liaise with residents affected by asbestos-related works or incidents, explaining risks, survey findings, control measures and planned actions in clear, accessible language. Respond sensitively to concerns, provide reassurance and keep residents informed until resolution.

Ensure that asbestos communications, appointments and support arrangements take account of residents’ vulnerabilities, disabilities, language needs and other relevant circumstances, working with appropriate Council services where additional support is required.

Undertake routine data-quality checks and reconcile asbestos information across property, compliance and contractor systems, correcting discrepancies and maintaining a clear audit trail of changes and supporting evidence.

Support the development and implementation of compliance performance measures. Prepare regular performance, risk and exception reports for managers and governance groups, identifying overdue actions, emerging trends, significant incidents and decisions required.

Support the development, implementation and embedding of compliance policies and procedures, ensuring that relevant staff receive timely updates on changes to legislation, guidance and working practices.

Verify and periodically review the competence, licences, insurance, training and accreditation of asbestos surveyors, analysts, removal contractors and other relevant suppliers before and during appointment.

Manage and monitor contractors and consultants against contractual, health and safety and compliance requirements. Agree and monitor corrective actions where standards are not met, escalating persistent or serious non-compliance in accordance with Council procedures.

Maintain current knowledge of asbestos-management best practice, relevant legislation and industry guidance, using this knowledge to strengthen risk controls and improve services to residents.



General

Carry out other duties appropriate to the grade and level of responsibility, as directed by management.

Participate, as required, in the Council’s emergency planning operations, which may involve duties outside normal responsibilities and contracted hours. If an incident disrupts the Council’s critical functions, support recovery activities within the postholder’s competence, including work in other departments or locations.

Promote equality of opportunity and comply with the Council’s related policies and procedures.

Carry out all duties with due regard to the Health and Safety at Work etc. Act 1974 and in accordance with relevant Council and departmental policies, codes of practice and procedures.

Maintain data quality and integrity and process information in accordance with Council policy, data protection legislation, the Freedom of Information Act and other applicable legislation. Comply with all other applicable legislation and Council policies.

Support the Council’s duty under section 17 of the Crime and Disorder Act 1998 to work in partnership to reduce crime and promote community safety, considering community safety where relevant to the role.

Demonstrate a commitment to excellent customer service and the Council’s values.


GRAVESHAM BOROUGH COUNCIL

PERSON SPECIFICATION

	POST:  Building Safety & Compliance Officer
	POST No: HCON11


	CHARACTERISTIC
	

	
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)





	Good communication skills both written and verbal.
Project Management skills
Good IT skills including working knowledge of Word, Excel & Outlook
Good organisational and negotiation skills
Ability to schedule workloads and to work to deadlines, particularly under pressure.

	Presentation skills.



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



	Detailed working knowledge of asbestos management in buildings, including the duty to manage, asbestos surveys and registers, risk assessment, management plans, contractor controls and procedures for suspected disturbance or accidental exposure. 

Working knowledge of building regulations and the construction industry, particularly as they apply to occupied social housing.

Control of Asbestos Regulations 2012

Health & Safety at Work Act 1974
	Knowledge of the Building Safety Act 2022

Construction (Design Management) Regulations 2015


	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.



	Management of Asbestos in Buildings BOHS P405

ASCP Level 4 VRQ Diploma in Asset and Building Management Compliance


	EXPERIENCE
(Level and type of previous experience)



	Substantial experience of asbestos management within a property, housing or construction environment, including oversight of asbestos surveys and registers, risk-based actions, contractors, remedial works, incidents and compliance records.

Developing and embedding policies. 

Supervision of contractors and consultants


	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.

Ability 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.

Be able to carry out premises inspections including vacant sites, confined spaces, use of steps, ladders, etc.

	


	












