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POSITION DESCRIPTION 
Building Solutions Duty Officer 

 



 

Building Solutions Duty Officer 

Manager  

• Building co-ordinator team leader 

Responsible for 

• no direct reports 

 

Purpose of the role 

To provide additional technical support to the building control team, by utilising expert 
skills, experience and knowledge of the Building Act 2004, enhancing the credibility of the 
Southland District Council and adding value to our communities 



 



 

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  

  



 

• provide a secondary level of technical 
support to building control officers for 
customers requests that are challenging or 
unique    
 

• proactively engage with customers to 
provide timely advice and outside the box 
solutions to their enquiries 
 

• respond to customer enquiries received via 
phone, email or ‘request for service’ in a 
timely manner (no less than 48 hours) and 
work with each customer until a resolution is 
achieved 
 

• file all communication to/from customers in 
the Council document management system, 
ensuring a complete and correct record of all 
customer interaction is available  
 

• vet building consent and code compliance 
certificate applications, ensuring that only 
applications with complete information are 
accepted for processing 
 

• lodge applications after they have been 
vetted, ensuring all system information is 
correct and workloads are visible on  
relevant dashboards 

 
• research historical consent files  

and collate all relevant  
information, handing the file  
over in a single,  
chronological order to a  
technical BCO to make  
a code compliance  
certificate decision 
 

 
 
 

 

• ensure compliance with the procedure-
process manual in line with best practice 
and quality assurance principles 
 

• utilise technology to best advantage to 
maximise workflows and resources 
 

• seek opportunities for delivering business 
and system improvement initiatives for 
the team 
 

• actively promote building services and be 
part of ensuring the building team are 
key business partner 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 

 



 

• foster and develop a positive collaborative 
working relationship with team members to 
help contribute to the achievement of 
group/organisational objectives 
 

• assist with key building team 
projects, ensuring awareness and 
understanding of strategic projects and 
issues 
 

• process COA applications and submit to BCO 
for decision 
 

• make 24 Month decisions on CCC where no 
application has been received 

 



 

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 

• a good understanding of the NZ Building 
Act/Building Code 

• a strong ability to learn new information and 
demonstrate application of that knowledge  

• able to develop informed sound decisions 

• a self-motivated, goal orientated person with a 
customer centric attitude 

• a good communicator, able to demonstrate 
good oral, written and listening skills and 
defuse conflict to ensure a “win win” solution 

• demonstrated experience in working within a 
Microsoft Office environment, a high degree of 
computer literacy and advanced keyboard 
skills. Experience in using an electronic records 
management system would be advantageous 

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

• ability to prioritise tasks and manage 
timeframes 

• produce high quality, creative, and professional 
work 

• good problem-solving skills 

• ability to deal with difficult customers 

 

 
• current or expired 

competency 
assessment in 
processing / inspecting 
 

• reg 18 compliant 
technical qualification 
would be an 
advantage 
 

• maintains an annual 
training plan to ensure 
current knowledge on 
BCA policy and 
building code / act / 
regulation  

 



 

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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