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POSITION DESCRIPTION 
Building Control Co-ordinator 

 



 

Building Control Co-ordinator 

Manager  

• Building co-ordinator team leader 

Responsible for 

• no direct reports 

 

Purpose of the role 

Ensure compliance with the requirements of the Building Act 2004 and provide excellence in 
administrative and processing support within the building control team, that enables delivery 
of a timely, seamless, customer centric service to internal and external customers 

 
 
 



 



 

Internal Relationships 

• quality assurance lead 

• building solutions team members 

• environmental services group  

• customer support partners 

• all other staff as required 
 

 

External Relationships 

• customers 

• ratepayers 

• Stantec 

• Solutions Team Ltd 

• other industry partners  

 



 

• first point of contact for building solutions 
customers to provide external and internal 
support 
 

• develop understanding of Building Act 2004 
legislation  
 

• deliver support for the processing and issuing 
of documentation across the building control 
team 
 

• manage the inspection schedule to enable 
best use of resources and seamless customer 
service delivery 
 

• allocate and monitor work sent to external 
contractors for quality and timeliness, 
according to the Building Act 2004 
 

• prepare and provide quality building 
documents, ensuring accuracy, consistency 
of branding and style guide requirements 
and ensuring these meet requirements under 
statutory regulations 
 

• ensure all documentation is captured in 
councils electronic document management 
system in a timely manner 
 

• be a customer champion, identifying  
and driving key initiatives to  
improve the customer  
experience across end to end  
processes and partnering  
with the customer support  
team to deliver these 

• provide assistance in the development 
and maintenance of engaging customer 
focused information around building 
processes ensuring that target audiences 
are reached 
 

• prepare and provide reports and other 
documentation required by the team to 
ensure full compliance with the Building 
Act 2004 and other building regulations 
 

• ensure compliance with the procedure-
process manual in line with best practice 
and quality assurance principles, to the 
standard required by IANZ auditors 
 

• ensure all procedures completed are well 
documented and saved  

 



 

• assist with key building control team projects, 
ensuring awareness and understanding of 
the wider environmental services group and 
Council’s strategic projects and issues 
 

• utilise technology to best advantage to 
maximise workflows and resources  
 

• Seek opportunities and assist with 
implementation of business and system 
improvement initiatives for the team 
 

• actively promote building services and be 
part of ensuring the building team are key 
business partners in all aspects of Council by 
maintaining a current understanding of 
Council’s business 
 

• proactively contribute ideas and demonstrate 
a positive attitude that enhances the team 
and organisational culture 

 



 

undertake other activities, duties or projects (including “internal projects”) as directed by 
your Manager/Group Manager in an efficient and effective manner 
 
attend and participate in Emergency Operations training (CIMS) and contingency 
planning to prepare for an emergency management event and actively participating in 
training exercises 
 
assist Council, as required, in managing a civil defence event, having due regard to the 
safety of your family 
 
responsible for the safe management of Group activities and to support and enable the 
CEO and the Council as a PCBU to fulfil their duties under the law 
 
champion, comply and promote the Council’s health and safety systems, policies and 
procedures, current legislation, regulations and good practice ensuring you keep 
yourself, our Council and others safe 

 



  

• ability to understand technical information 
quickly and repackage it into customer friendly 
language 
 

• strives for continuous improvement, sharing 
ideas for innovative solutions with your 
manager 
 

• works collaboratively with others to enhance 
and/or develop team performance 
 

• develop a sound understanding of the NZ 
Building Act/Building Code 
 

• exceptional IT literacy skills with a systems 
orientation including expertise in Microsoft 
office packages 
 

• excellent written, verbal and interpersonal 
communication skills 
 

• ability to prioritise tasks and manage 
timeframes 
 

• produce high quality, creative, and professional 
work 
 

• good problem-solving skills and sound 
judgement 
 

• ability to deal with difficult customers 
 

• ability to work independently and unsupervised 
 

• well organised with excellent time 
management skills 

• certificate or 
equivalent tertiary 
qualification or 
equivalent 
experience  



 

 

 

 

Manager 
building 
solutions

Technical lead 
building 
solutions

Technical 
trainer

Technical 
assessor

Building control 
team leader

Building control 
officer (13)

Building co-
ordinator team 

leader

Building control 
Co-ordinator (7)

Building duty 
officer (1)

Building 
compliance 
team leader

Building 
compliance 

officer (2)

Building control 
business & 

quality analyst
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