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Role Profile


	Role Details


	Job Title:

	Building Quality Officer
	Service
	Development and Investment

	Directorate:
	Place, Neighbourhood and Corporate Assets
	Reporting to
	Major Asset Projects Team Leader

	Grade:
	7 (indicative)
Subject to job evaluation
	Hours:
	35 


	Location:
	Broomhill Depot, Kirkintilloch / Southbank House, Kirkintilloch



Role Purpose 
The Building Quality Officer acts as the Council’s construction quality and assurance representative on a range of capital investment projects across East Dunbartonshire Council’s property asset portfolio.  
The officer will work as part of the Major Asset Projects Team and will protect the Council’s position as the Client during the construction process for capital projects.
In carrying out this role the officer will:

· Support the Team Leader – Major Asset Projects to ensure capital investment projects are delivered to the Council’s construction quality standards.

· Monitor the work of contractors that carry out building contracts on behalf of the Council;
· Ensure work is carried out to the required standard, specification and schedule in accordance with the works contract;
· Ensure that the correct materials and workmanship are used, and that quality of work and value for money is secured; and
· Maintain and report accurate records relating to various aspects of projects, including details of progress and delays and any significant events, including any serious deficiencies in health or safety performance observed while on site.  

· The post holder will contribute to the the effective provision of services for all customers to meet all performance targets in line with Business Improvement Plan (BIP) Indicators, the Council’s Corporate Asset Management Strategy and the team action plan.  
· Contribute to the delivery best practice, quality assurance, performance targets and achieve continuous improvement and embedding such arrangements within team culture so as to influence services to improve outcomes and where possible achieve service efficiencies and savings.

Role Accountabilities & Key Activities 
Role specific accountabilities & key activities

· Support the Team Leader – Major Asset Projects to develop and deliver a construction quality management standard for capital investment projects delivered by the Council.

· Working in partnership with Project Mangers, third party consultants and contractors, develop and implement bespoke project construction quality management plans.
· Inspect setting out and levels for compliance with contract documents
· Inspect all components and materials delivered to site for compliance with contract documents
· Examine all drawings, specifications and bills of quantity and notify the Project Manager of any discrepancies

· Inspect all works in progress throughout the execution of the building contract for compliance with contract documents
· Visit off site premises where materials or components are being manufactured for inspection and compliance with contract documents
· Keep records of, and mark up drawings with the dates of installation/erection of various elements of the structure, services, test of drawings etc. and record positions, levels as fixed of drains and other external services
· Check contractor day work sheets for accuracy. Sign and reject as appropriate
· Maintain a diary of progress of works, delays, unsatisfactory workmanship and materials, visitors to site and weather as regularly as is as appropriate to the circumstances
· Witness tests including re-tests, maintain records of location, dates, results and other relevant information, report as necessary, maintain register of test cubes. Ensure unsatisfactory test results are raised with the Project Manager as appropriate

· Record details of incidents or occurrences likely to cause delay or delays which do occur throughout the course of the contract

· Provide advice as necessary to the Project Manager

· Submit queries on drawings and specification to the Project Manager

· Undertake inspections at completion stages and assist in the preparation of schedules of defects

· Agree to minor works variations

· Provide appropriate information for inclusion in Health & Safety files

· Offer practical construction advice and process guidance to the project team and take part in scheme design and technical review processes
Compliance

· Provide quality and assurance in relation to major capital property projects, ensuring compliance with all appropriate legislation and associated regulations, policy and Audit Scotland Best Practice procedures

· Ensure all major capital property projects comply within contractual agreements and obligations
· Ensure all major capital property projects comply with the Council’s construction quality management standard
Financial and resource management
· Provide regular progress and project performance reports for the Team Leader – Major Asset Projects.
Customer Service Delivery 

· Work to ensure effective engagement, communication and feedback from all service stakeholders involved in the delivery of projects.
· Drive a continuous improvement culture that will look to understand weaknesses in current project management and delivery activities and identify opportunities for improvement.

· Contribute to the continuous improvement of the Major Asset Projects Team.
Performance Reporting

· Contribute to the development of team work plans and the service’s Business and Improvement Plan (BIP).
· Assist in the provision of regular reporting on project matters to the appropriate Council service committees and/or scrutiny panel, working to agreed formats and timescales.
· Assist in the provision of all necessary reports and updates to allow for service planning, management and monitoring.

Relationship Management & Partnership Working 

· Develop excellent working relationships with all key stakeholders, based on a mutual understanding of needs, to ensure the effective and efficient delivery of projects.
· Seek to resolve conflict between developers and other stakeholder groups to ensure the best possible development solution for all parties.

Team Working & Relationships 

· Build and maintain strong working relationships inside and outside of the Major Asset Projects team to achieve common goals and objectives.

· Co-operate with and support others within the Major Asset Projects team through sharing knowledge, experience and best practice.

· Build good working relationships within the Major Asset Projects Team team by offering advice, encouragement and assistance to team members, promoting loyalty to members of team and team decisions.

· Gain commitment from others by consulting and involving them through a partnership focus.

Performance Management and Best Value

· Maintain a consistent and progressive approach towards managing performance in project management.
· Provide regular performance information on capital projects to inform the Place, Neighbourhood and Corporate Asset Leadership Team’s decision making process. 

· Contribute to the performance of the team by achieving set objectives ensuring that maximum benefit is derived from the service provided.

Best Practice

· Contribute to an environment in which the energy and enthusiasm of the team is harnessed and the generation of ideas for improving working practices becomes an accepted responsibility at all levels.

· Adopt a proactive role in sharing best practice between and across the Major Asset Projects team to ensure that customers benefit from a team that adopts a best practice approach.

· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.

· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives.

Context & Key Relationships
· Role performs as a member of the Major Asset Projects team.

· Key Relationships include:

· Major Asset Projects team;
· Estates
· Housing service

· Internal stakeholders;

· External contractors and delivery organisations 
	Location:


	Southbank House 

	Mobility:


	Travelling within the Council’s geographical boundary will be required.  

Travel to external meetings beyond Council boundaries will also be required.

	Terms & Conditions Applicable to the Role:


	LGE
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:


	35 hours
	(

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	9:00
	9:00
	9:00
	9:00
	9:00
	N/A
	N/A

	
	Finish Time
	5:00
	5:00
	5:00
	5:00
	5:00
	N/A
	N/A

	
	Unpaid Break 
	1:00
	1:00
	1:00
	1:00
	1:00
	N/A
	N/A

	
	Total Daily Hours 
	7:00
	7:00
	7:00
	7:00
	7:00
	N/A
	N/A

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	· Working within the established principles of SMART working

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time
	52 Weeks 
	(

	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	(

	
	If ‘yes’ please give details 
	Requirement to attend meetings out with normal work pattern

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	

	
	No
	(

	
	If ‘no’ please give details
	A consistent approach to assurance is required throughout the build process therefore this post would not be suitable for job share


	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours per week
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	Not Applicable 
	

	
	Basic
	

	
	Standard 
	

	
	Enhanced
	

	
	PVG Children
	

	
	PVG Adults
	

	Criminal Convictions:


	

	Proper Officer:


	

	Politically Restricted:


	


Personal Specification 
	Personal Specification
	Essential (must have)
	Desirable (would like to have)


	KNOWLEDGE
	· Demonstrable knowledge of management and delivery of major capital property projects. 

· Knowledge and understanding of project planning, management and delivery.

· Knowledge and understanding of current legislation and regulations which affect the management and delivery of major capital projects
· Understanding of contractual delivery models for construction projects, e.g. NEC3, D&B.
· Understanding of modern construction techniques and methods.

· Understanding of modern quality assurance and testing methods in construction.

· Understanding of CDM 2015.
· Breadth of knowledge of the building industry.

	· Understanding of Control of Asbestos Regulations 2012.

	SKILLS
	· Demonstrable skills in technical competence; assessing build quality relating to the delivery of major capital property projects

· Managing relationships with contractors and external delivery partners. 

· Demonstrable skills in partnership working

· Strong written and verbal communication skills and ability to tailor communication depending on audience 

· Demonstrable influencing skills

· Team working & team building skills
· Diagnostic, Analytical and Advisory Skills

· Relationship, Influencing & Negotiation skills

· Problem solving and decision making skills

· Attention to detail


	

	EXPERIENCE


	· Demonstrable experience of providing quality and assurance in relation to the delivery of major capital property projects
	

	EDUCATION/

TRAINING


	· HND in a construction related subject or trade based qualification and/or equivalent experience
· Relevant CSCS card.

	· Member of the Institute of Clerk of Works
· CITB Health, Safety and Supervisory test.


	PERSONAL QUALITIES
	· Organised 

· Vigilant

· Capability to deliver through other people and continually push boundaries of service and effective ways of working  

· Must have a high level of credibility in order to influence and effectively manage relationships

· Pragmatism, a can-do attitude and a high achievement drive will be essential

· Strong customer and service delivery orientation

· Tact and diplomacy

· Ability to work on own initiative whilst balancing team, service and corporate responsibilities

· Self-Motivated, Flexible & Adaptable

· Approachable - Customer focused

· Team player 
· Ability to work under pressure to deliver positive results
	

	Drivers Licence 
	· Full drivers licence
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