
	Post No:
	

	Post Title:
	Building Safety Levy Collection officer

	Directorate:
	Planning and Building Control

	Division:
	Building Control 

	Section:
	Building regulations

	Reports To:
	Head of Building Control

	Contract:
	Permanent

	DBS Status:
	N/A

	Grade:
	Scale 6 - £31,537 - £33,699



	Role Purpose

	· Delivering and leading the Building Safety levy responsibility for Fylde Council
· Comply with the requirements of the Building Safety Levy Regulations 2025
· Develop, manage and apply a process and system of monitoring of the collection of the Levy
· Comply with the MHCLG requirements of data reporting on the DELTA system
 



	[bookmark: _Hlk193270648]
 Main Duties and Responsibilities

	· The Levy Collection Officer will lead, co-ordinate and develop the administration of Building Safety Levy processes, including determining levy chargeability and liability, issuing levy determination notices, arranging spot checks, receiving payments and issuing payment certificates
· Development of a new system of controlling the collection and uploading of the levy funds
· Ensure correct data entries and proof of payments are recorded on our data systems
· Manage the co-ordination of Planning and Building Control data 
· Ensure compliance with the Building Regulations, Building Safety Levy Legislation and policies and practices of Fylde Council, interpreting new legislation and building processes from this where required. 
· Responding and making autonomous decisions in respect to queries and issues raised by developers, MHCLG and officers of Fylde Council
· Liaise and co-ordinate with Senior Management Team on all matters surrounding the Building Safety Levy Legislation and prepare reports and present at committee where required. 
· Prepare reports and deliver data uploads to MHCLG, finance and within the wider Building Control and Planning directorate
· Carry out spot checks on site of the criteria affecting Levy calculations – note this will involve visiting sites within our Council area on a regular basis.
· Be the authority expert on the Levy legislation, processes and application of the fees.
· Monitor, incorporate and develop solutions if there are Legislative changes and to advise management teams of implications / actions necessary.
· To have a flexible and responsible work ethic in accordance with all Fylde policies. 
· To keep fully detailed records to allow audit and our enforcement processes to have accurate and appropriate quality information.
· Promote equality of opportunity and valuing diversity within the service
· To ensure that all processes are carried out in accordance with current legislation, regulations and Council policy, with particular emphasis on Health & Safety, customer care and data protection.



	Qualifications

	Please mark which are Essential (E) or Desirable (D)

	· Formal qualification in finance, accounting or business admin, or significant experience in a financial admin and revenue collection role (E)
· Legislative or legal qualifications (D)
· Software training (D)











	Knowledge, Skills, and Experience 

Required
	Please mark which are Essential (E) or Desirable (D)

	Knowledge
· Knowledge of Building Safety Levy Regulations and associated legislation (E)
· Familiarity with financial processes such as invoicing, payment tracking, and reconciliation (E)
· Knowledge and experience of administrative roles using computers and IT including Windows based software (D)
· Understanding of planning or building control procedures and regulatory frameworks.(D)


Skills
· Must be able to make decisions and work on to critical deadlines, and on their own initiative (E)
· Excellent communication and interpersonal skills both oral and written (E)
· Demonstrate ability to work as part of a team (E)
· Good administrative skills and the ability to record comprehensive notes (E)
· Ability to measure plans and analyse exemptions claimed/previously developed land discount claimed.(E)
· Basic mathematical skills to measure and calculate sums of money, building floor areas etc to properly determine levy monies to be paid or refunded. (E)

Experience 
· Experience of financial systems management (D)
· Experience of working in a customer focused environment (D)


	Other Requirements

	· Hold a full UK driving license and vehicle available for work purposes


	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training, and development of staff based on their age, sexuality, religion or belief, race, gender or disabilities.


	
Prepared by:                          Andrew Thomas                                                           Date: Nov 2025





	COMPETENCIES 
(All competencies listed are essential to the post)   
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS
· Treats employees as customers
· Puts the customer first and values the customer in everything they do
· Is professional, polite and friendly at all times
· Appreciates the customer is the only reason there is a job
· Challenges whether the existing ways of doing things meet customer need
	
Application form / interview

	WORKING TOGETHER 
· Promotes effective working across different service areas
· Accepts and provides constructive challenge
· Is an effective team player
· Demonstrates the ability to learn from others
· Focuses on solutions rather than problems
· Works with others to deliver great performance
	
Application form / interview

	EFFECTIVE COMMINCATION 
· Clearly explains the reasons for decisions made
· Open, honest and transparent in all communications
· Champions success at every opportunity
· Demonstrates the ability to listen and understand
· Never ‘bad mouths’ the organisation
· Contributes to feedback and engagement at work
	
Application form / interview

	PRIDE & INTERGRITY
· Demonstrates enthusiasm and personal commitment
· Takes pride in working for Fylde Council
· Enjoys the work they do in their chosen career
· Has respect for others at all times
· Appreciates and values the opinion, interests and views of others
· Always represents Fylde in a positive manner
	
Application form / interview

	STRONG LEADERSHIP MANAGEMENT 
· Is always accessible and approachable
· Leads by example and always displays a positive attitude
· Motivates, encourages and supports others to achieve their best
· Has a strong focus on doing what is best for the organisation
· Manages change as part of the ‘day job’
· Makes creative suggestions about how to do things better
	
Application form / interview
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