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JOB TITLE:	Administrative assistant 
POST NO:	DP023
SALARY:	£26,403 - £31,537 per annum (Career Grade 3/4)

What is the role?

You will be working within a business support team of nine Technical Administrators in a busy office as part of the Building Control Partnership, operating throughout Fareham, Gosport, Havant and Portsmouth. 
Delivering an excellent service to our varied customer base which includes contractors, designers and property owners, the team undertake a range of administrative tasks to support the efficient day to day delivery of Building Regulations and other associated services.

A full package of mentored training will be provided in all aspects of this position, building on your existing excellent  IT and interpersonal skills

You will: 

· Provide administrative support for all types of Building Regulation and Building Safety Levy applications and other service requests such as personal searches
· Register applications and respond to general enquiries in the building control inbox
· Develop skills to assess charge levels from submitted plans and provide technical advice on exemptions and other aspects of The Building Regulations 2010 and Building Safety Levy
· Develop skills to determine levy chargeability and liability, issue levy determination notices, provide support for spot checks, receiving payments and issue payment certificates and deal with requests for reviews from developers 
· Process Quarterly Management Information & revenue transfer to MHCLG
· Answer phone calls and assist with enquiries and taking payments
· Support financial administration, processing purchase orders and paying invoices
· Process street numbering applications
· Provide support to colleagues.
· Act professionally at all times, speaking to customers and colleagues in a helpful and polite way to resolve their queries or complaints 
· Act with an awareness of data protection and confidentiality standards

Who is the Person?

It is important to us that you have:

· A helpful, and polite approach to dealing with customers
· An organised and enthusiastic approach to your work, with the ability to prioritise in a busy working environment
· Familiarity with financial processes such as invoicing, payment tracking, and reconciliation. 
· Awareness of data protection and confidentiality standards. 
· Experience in stakeholder engagement, including internal departments and external partners. 
· Analytical skills to monitor progress and escalate issues appropriately. 
· Good all round IT skills and willingness to learn new systems
· Excellent communication skills both written and verbal
· The ability to work on your own initiative and as part of a team
· A willingness to undertake training to qualify to LABC Level 3 Technical administrator level and other appropriate training-day release will be available to support you to complete this 6 month course
· A sense of pride and commitment to do a good job in a professional environment and to follow our procedures, corporate rules and risk assessments. 

Last Updated: March 2026 Our policy is to make adaptations for those who have substantial and long term disabilities.  If you need an adaptation to carry out any of the above please let us know.





Career Grading Criteria
The post is a career grade, LG3 – LG4. Appointment and advancement between the grades will be subject to the grading criteria set out below. Progression within each grade will be on the basis of annual increments until the maximum of the grade is reached.
Meeting the level of competency for advancement through the grading structure.
In order to progress through the grades, the post holder must not only achieve the academic levels, but must also demonstrate that they are competent to carry out the duties associated with that level of responsibility.
Criteria for progression from Local Grade 3 to Local Grade 4:
The postholder will need to:
· Have successfully completed LABC Level 3 qualification
· Be capable of carrying out all aspects of building control administrative work without supervision except in more complicated cases.
· Demonstrate knowledge of The Building Regulations and basic technical knowledge of what will and will not require a building regulations application.
· Be able to read and interpret plans in order to correctly assess building control fees.
· Demonstrate a willingness to take on additional responsibilities within the team and lead an area of responsibility.



