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Post Title:	Apprentice Building Control Officer
Grade:	F

Job Purpose

To support the delivery of high‑quality building control services that contribute to the Council’s vision, values, and commitment to putting citizens first.

The Apprentice Building Control Officer will assist in the assessment of building regulation applications, attend site inspections under supervision, and support the provision of technical and procedural advice to customers and stakeholders to help ensure compliance with statutory requirements.

The postholder will maintain accurate records, support senior officers with enforcement‑related activity, and contribute to public safety through involvement in dangerous structures and demolition processes, appropriate to their level of competence and training.

The role will be delivered through a structured apprenticeship programme combining workplace learning with formal study, supporting progression towards professional competence and trainee registration with the Building Safety Regulator. The post requires effective communication skills and the ability to work under supervision within a team‑based, citizen‑focused service.

 Individual Leadership Expectations
[bookmark: _Hlk98166142]
As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

· Individual Leadership: by putting our citizens and customers first, delivering against your objectives, helping to set direction, and putting forward ideas for improvements.

· Equality Diversity & Inclusion: by ensuring we consider the needs of all NCC citizens in our work, show respect for others, upholding and adhering to the Council’s Code of Conduct. 

· Change & Innovation: by being creative, delivering change when needed, sharing problems, and helping to bring forward suggestions for improvements.

· Collaboration: by working well with others, identifying the needs of colleagues and others to deliver great services and by being a good communicator who works well with a range of audiences.

Specific Duties  

1. Actively promote and embed Equality, Diversity and Inclusion in all aspects of work, in line with the organisation’s EDI strategy and objectives.
2. Contribute to the Council’s corporate responsibilities in relation to climate change by supporting sustainable construction practices and limiting the carbon impact of activities within the role.
3. Assist with the assessment of Building Regulation applications, including full plans, building notices and regularisation applications, by checking submissions, reviewing information and identifying issues for senior officer consideration.
4. Support plan assessment activities by learning to interpret technical drawings, specifications and guidance to identify potential compliance matters under supervision.
5. Attend site inspections with senior officers and progressively undertake supervised inspections, recording findings, identifying non‑compliance and supporting follow‑up action.
6. Provide customer and stakeholder support by responding to routine enquiries, offering procedural advice and signposting guidance, escalating technical or complex matters appropriately.
7. Maintain accurate and timely electronic records of applications, inspections, correspondence and decisions, ensuring records are suitable for audit and enforcement purposes.
8. Identify, report and record potential unauthorised works or breaches of Building Regulations, ensuring prompt escalation to senior officers for appropriate action.
9. Support work relating to dangerous structures and demolition notifications, including information gathering, record keeping and supervised site attendance where required.
10. Assist senior officers with enforcement‑related activity by supporting investigations, preparing factual information and contributing to straightforward correspondence and reports.
11. Develop and maintain knowledge of relevant legislation, guidance, construction methods and materials, including fire safety, accessibility and energy efficiency standards.
12. Undertake a structured apprenticeship programme, maintaining a training portfolio and recognising the limits of personal competence by working under supervision at all times and escalating issues where necessary..


Numbers and grades of any staff supervised by the post holder:
0


All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

Produced by Head of Development Management
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	Job title: Apprentice Building Control Officer




	AREA OF RESPONSIBILITY

	
REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	
Individual Leadership  

	Takes personal accountability for own development.
	
	
	

	
	Drive and motivation, ability to deliver against challenging objectives.
	
	
	

	
Change and Innovation 

	Confidence and ability to put forward ideas for change.
	
	
	

	
	Ability to be creative, to be able to identify problems and work to create solutions.
	
	
	

	Collaboration 
	Evidence of working successfully in partnership across different sectors, building and maintaining good working relationships.
	
	
	

	
	Evidence of actively working with others to improve collaboration internally and externally.
	
	
	

	Equality, Diversity, and Inclusion 
	An understanding of why it’s important to consider equality, diversity, and inclusion in all that we do.
	
	
	

	
	Demonstrating personal commitment to the equality, diversity and inclusion challenges faced by our workforce and Nottingham’s people.
	
	
	

	Technical Skills and Knowledge 








	Interest in the built environment and a desire to build a career in building control. 
	
	
	

	
	Ability to learn and apply technical information, including reading drawings and specifications (with support/training). 
	
	
	

	
	Good written and verbal communication skills, with the ability to produce clear notes and basic reports. 
	
	
	

	
	Numeracy and attention to detail to support accurate record keeping and decision-making. 
	
	
	

	
	IT skills, including ability to use Microsoft 365 and learn specialist building control software/mobile tools. 
	
	
	

	
	Ability to organise workload, meet deadlines and manage competing priorities (with support). 
	
	
	

	
	Customer service skills and confidence to deal with enquiries professionally. 
	
	
	

	
	Some prior exposure to construction, surveying, building technology or the built environment (e.g. work experience, study, trade background). (Desirable)
	
	
	

	
	Awareness of key building regulation themes such as fire safety, accessibility and energy efficiency. (Desirable)
	
	
	

	Qualification requirement

	GCSEs (or equivalent) including English and Maths at grade 4/C or above (or ability to demonstrate equivalent functional skills). 
	
	
	

	
	Eligibility to undertake an apprenticeship programme (including meeting any funding/entry requirements for the agreed apprenticeship route). 
	
	
	

	
	A-levels/Level 3 qualification in a relevant subject OR relevant experience demonstrating capability to study at the required level (depending on the apprenticeship route). 
	
	
	

	
	A relevant Level 3/4 qualification in construction, building surveying, engineering, or the built environment. (Desirable)
	
	
	

	
	Membership (or willingness to join) a relevant professional body (e.g. CABE, CIOB, RICS) as a student/trainee. (Desirable)
	
	
	

	Work Related Issues
	Physically able to gain access to most parts of buildings during construction/inspection, including working at height where necessary and in all weathers. 
	
	
	

	
	Willingness to travel within the city/region to attend sites and meetings. 
	
	
	

	
	Ability to work safely on construction sites and follow health and safety procedures. 
	
	
	

	A - Application
	AC – Assessment Centre
	D – Documentary
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