
	Role Structure
	Role Details 

	Directorate:
	Economy & Environment 

	Grade:
	HC05

	Location:
	Plough Lane, Hereford

	Responsible to:
	Senior Technical Support Officer


Job Description

Job Role: Building Safety Levy Officer
Service: Building Control
	


Main purpose of the role

To support the implementation, administration, and enforcement of the Building Safety Levy in line with national legislation and local policy. The role will ensure accurate calculation, billing, collection, and monitoring of levy payments from developers, contributing to funding remediation of building safety defects. The Building Safety Levy Officer is responsible for the administration of the Building Safety Levy process, including determining levy chargeability and liability through assessing, collecting, and enforcing the national Building Safety Levy, ensuring compliance and accurate financial management.

	Key Duties and Responsibilities

	Frequency of Task

	Levy Assessment and Administration

· Administer the end to end levy process, including receipt of information and determining levy chargeability and liability, issuing levy determination notices and receipt of payments and issue of payment certificates.
· Identify developments liable for the Building Safety Levy.
· Assess levy liability and determine applicable charges. The Building Safety Levy (England) Regulations 2025
· Maintain accurate case records and audit trails using the council's Arcus computer system ensuring secure data handling within the relevant IT and financial systems.
· Act as main point of contact for levy related queries , providing clear guidance to internal teams, developers and members of the public.

	· Daily 

	Financial Management

· Issue invoices, payment notices, and enforcement documents.
· Monitor payments and ensure timely collection of levy income.
· Reconcile accounts and support financial reporting requirements.
· Produce reports on levy income and outstanding balances.
· Support the review and refund process by coordinating responses to customer reviews ensuring timely confirmation of levy decisions in accordance with regulatory requirements.
	· Daily

	Compliance and Enforcement

· Liaise with legal teams where enforcement action is required. 
· Ensure developers comply with levy requirements at relevant planning and building control stages.
· Monitor compliance with levy requirements and maintain audit trails for all decisions and actions.
· Investigate cases of non-payment or non-notification and initiate appropriate recovery actions.
· Support enforcement activity and legal processes.

	· Daily

	Customer and Stakeholder Engagement

· Act as key point of contact for developers, agents and internal teams.
· Provide advice and guidance on the The Building Safety Levy (England) Regulations 2025, via Face to face meetings, fact sheets, email correspondence, telephone calls, website etc., to developers, agents, and members of the public.
· Liaise with wider teams as and when required such as Building Control, Planning, Finance, and Legal, as detailed in the Building Safety Levy (England) Regulations

	· Daily

	Data Management and Reporting

· Maintain accurate case management records on the council’s “Arcus” computer system ensuring all information is handled in line with GDPR.
· Produce performance reports and statistical data returns.
· Support audits and compliance checks of levy information in accordance with regulatory requirements.

	· As and when required

	Policy, Governance, and Service Improvement

· Keep up to date with Building Safety Act requirements in regard to legislation and national guidance.
· Contribute to policy development and service improvements relating to continuous improvement of local procedures relating to the Building Safety Levy.

	· As and when required
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by:
A – Application 
I – Interview

	Qualifications and Training

	GCSEs Grade A-C (9-4) Math’s and English or equivalent or Level 2 qualification in administration or similar.
	Essential
	A, I

	NVQ level 3 in Administration
	Desirable
	

	Qualifications in finance, construction, or regulatory services
	Desirable
	A, I

	Training in building control, planning, or development contributions.
	Desirable
	A, I

	Experience & Knowledge

	Experience in financial administration, regulatory services, or development contributions.
	Essential 
	A, I

	Experience of working within a customer service environment.
	Essential 
	A, I

	Knowledge of the Building Safety Act 2022 and levy regulations. 
	Desirable
	A, I

	Experience of handling financial transactions including processing payments, keeping accurate financial records, assessments, or case-based work.
	Essential
	A, I

	Experience of dealing with complex queries.
	  Essential
	  A, I

	Experience of using databases 
	 Essential
	A

	Experience and knowledge of using computer systems, software and applications, including Microsoft Office (or similar)
	 Essential 
	A

	Setting up and maintaining electronic filing systems.
	 Essential 
	A

	An understanding of dealing with confidential information and a general understanding of GDPR regulations.
	 Essential 
	A, I

	Local Authority or construction experience with knowledge of Planning and Building Regulations.

	  Desirable
	  A, I

	Enforcement or debt recovery experience.

	  Desirable
	  A, I

	Skills and Abilities

	Ability to effectively communicate with customers, responding to queries verbally and in writing.
	Essential
	A, I

	Ability to plan, organise and prioritise workload to meet required deadlines
	Essential
	A, I

	Accuracy and excellent attention to detail with the ability to work methodically to ensure information provided is complete and correct
	Essential
	A, I

	Strong numerical and analytical skills.

	Essential
	A, I

	Ability to apply and interpret legislation.

	Desirable
	A, I

	Good communication skills both written and verbal

	Essential
	A, I

	Competent IT user

	Essential
	A, I

	Professional and customer-focused

	Essential

	A, I

	Commitment to public safety and regulatory integrity

	Essential

	A, I

	Reliable
	Essential
	A, I

	May be required to undertake occasional travel 

	  Desirable
	  A,I

	Willingness to undertake relevant training 
	  Essential
	  A, I

	Ability to attend site visits or meetings when required.

	  Essential
	  A, I







All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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