
UNCONTROLLED COPY WHEN PRINTED Page 1 of 8 

 

 
Job Description 
  

 
 

Job Title: 
 
Building Safety Information Manager 
 

Service Area: 
 
Building Safety 

Directorate: 
 
Housing and Inclusive Economy 
 

Post Number: 
 
 

Evaluation Number: 
 
5981 
 

Grade: 
 
PO7  
 
 

Date last updated: 
 
October 2021 
 

 

 
People at the heart of everything we do 
We are committed to putting people – Newham residents and Council staff – at the heart of 
all we do.  Our approach is a collaborative joint enterprise between residents, the Mayor, 
Members, Council staff and the Corporate Management Team. 
 
Equality and diversity 
We are committed to and champion equality and diversity in all aspects of employment 
with the London Borough of Newham.  All employees are expected to understand and 
promote our Equality and Diversity policy in the course of their work. 
 
Protecting our staff and services 
Adherence to health and safety requirements and proper risk management is required from 
all employees in so far as is relevant to their role.  All employees are expected to 
understand and promote good health and safety practices and manage risks appropriately. 
 
Corporate parent 
We believe that every member of staff working for Newham Council should understand and 
fulfil our corporate parenting responsibilities for our looked after children that we have 
under the Children and Social Work Act 2017.  
 
 
 
 

 
Overall Purpose of Job 
 
The London Borough of Newham is recruiting to a number of exciting new roles 
across our Building Safety Team, to support, design and deliver building safety 
across the housing property portfolio.  
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This new role is to assist Housing Services and its Building Safety Team in ensuring 
the Council receives asset data of a sufficient quality to enable the Council to 
proactively manage its housing assets and comply with existing and future statutory 
requirements. 
 
As an active technical team member the role requires managing building safety 
information across the Council’s housing assets and to support compliance with both 
statutory and non-statutory legislation and associated building regulations. 
 
Responsible for Building Safety information, including: 
 

 Building Data Management systems and processes 

 New & legacy data collection and reporting 

 Building Plans 

 New data sets for existing assets to ensure building compliance 

 Development of Asset registers 

 
Job Context 
 
The post holder reports to the Head of Building Safety 
 
1. The post holder has line management responsibility for up to 2 Client Support 

Officers and may be asked to matrix manage when the Head of Building Safety 
requires. 
 

2. The post holder will work as a member of the team responsible for building safety 
across all the Council owned and managed housing assets. 

 
3. The post holder will work collaboratively with all teams to deliver positive 

outcomes and maintain resident safety. 
 
4. The post holder may be required to work some evenings, weekends and 

occasional public holidays in order to meet service requirements. 
 

Key Tasks and Accountabilities: 
 
Key tasks and accountabilities are intended to be a guide to the range and level of 
work expected of the post holder.  This is not an exhaustive list of all tasks that may 
fall to the post holder and employees will be expected to carry out such other 
reasonable duties which may be required from time to time. 
 
To undertake all responsibilities listed below: 
 
1. Preparing data management processes, systems and data collection to support 

the evidence base for safe buildings. Undertaking gap analysis and working 
across teams to collect, validate and maintain accurate, reliable and available 
building information. 

2. Work closely with the Head of Building Safety to ensure that their expectations are 
understood and implemented within the Council’s development processes. 
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3. Advise on the assessment, review and approval of prospective construction 
methods, building materials and installation methods. Advise on the requirements 
for the “golden thread of building information” 

4. Act as a building safety technical expert to assist the Team with technical building 
safety queries on the data and information requirements for new and existing 
developments. 

5. Provide expert technical advice on building safety related defect identification and 
recording on new and existing buildings. 

6. Maintain an expert understanding of statutory and regulatory building safety 
requirements, building regulations and guidance. 

7. To create new data sets to support building safety regime moving forward 
 

8. Collaborate with other teams in Building Safety, Housing Department and teams 
across the Council.  

 
9. Work with the Head of Building Safety to develop document management systems 

and Building Safety management systems. 
  

10. To lead on creating and implementing new protocols, processes and systems to 
establish an information centre on building safety and to create new data sets. 

 
11. To identify and undertake gap analysis of data held, create processes to locate 

missing information. Define building and asset information requirements. 
 

12. To create a building information register combined with 2D and 3D drawings and 
models to be made available for others to view. 

 
13. To establish and implement a process to allow building information to be accessed 

by residents, contractors and other staff. 
 

14. To work closely with the Building Residents & Safety Manager as a point of 
contact to respond to residents’ requests for information and to ensure information 
is issued to residents in a structured and timely manner. 

.  
15. To be responsible for the update of information provided on the Council’s website 

in respect of building safety information provided to residents and others to view. 
 
16. To work with the Building Safety Team and Health & Safety to define information 

required from other contractual activities.  To establish how it is collected and 
delivered to information officers.  

 
17. To be responsible for all channels of building safety information and to ensure 

datasets are regularly updated, accurate and correct. 
 

18. To be responsible for auditing on data quality against all asset information that is 
relevant to ensure protocols, such as, right buildings, storey heights, knowledge of 
tenures, what fire safety systems are in the buildings, etc., are easily available. 
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19. To lead on and carry out auditing and validation exercises and to review the data 
with the management system and ensure correct information is held. 
 

20. To work collaboratively with the Head of Building Safety and the Building Safety 
Team to audit and identify improvements and action needed, where appropriate, 
to establish more effective and efficient processes. 
 

21. To be responsible for researching and collation of legacy buildings and building 
control information to establish a current status.  
 

22. Promote collaborative working across the Housing Services and the Building 
Safety Team to support delivery of high-quality safe homes for residents. 

23. Show a high calibre of awareness towards the needs of the Council and residents. 

24. Draft, develop and prepare reports, as required, for the Head of Building Safety on 
audits, statistics and building safety information updates. 

25. To assist the Head of Building Safety on safety matters at meetings internally and 
externally, when required, representing the team internally and Newham Council 
externally and where necessary deputise for the Head of Building Safety. 
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Personal Specification 
  

 

Job Title: 
 
Building Safety Information Manager 
 

Service Area: 
 
Building Safety 

Directorate: 
 
Housing and Inclusive Economy 
 

Post Number: 
 
 

Evaluation Number: 
 
5981 
 

Grade: 
 
PO7 
 

Date last updated: 
 
November 2021 
 

 

IMPORTANT INFORMATION FOR APPLICANTS 
 
The criteria listed in this Person Specification are all essential to the job.  Where the Method 
of Assessment is stated to be the Application Form, your application needs to demonstrate 
clearly and concisely how you meet each of the criteria, even if other methods of assessment 
are also shown.  If you do not address these criteria fully, or if we do not consider that you 
meet them, you will not be shortlisted.  Please give specific examples wherever possible. 
 

 

 
CRITERIA 
 

 
METHOD OF ASSESSMENT 

EQUALITY AND DIVERSITY 
We are committed to and champion equality and diversity in all aspects of employment 
with the London Borough of Newham.  All employees are expected to understand and 
promote our Equality and Diversity Policy in the course of their work. 
 
PROTECTING OUR STAFF AND SERVICES 
Adherence to Health and Safety requirements and proper risk management is required 
from all employees in so far as is relevant to their role.  All employees are expected to 
understand and promote good Health and Safety practices and manage risks 
appropriately. 
 

 
KNOWLEDGE: 
 

 Knowledge and experience of 
building, construction methods 
and materials 

 

 A demonstrable understanding 
of building regulations and the 

 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
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requirements of the Building 
Safety legislation 
 

 Knowledge of management, 
including development 
 
Knowledge of the requirements 
for good building safety 
management and processes. 
 

 A clear understanding of 
emerging building safety and 
building safety legislation. 

 Good stakeholder engagement. 
 

 Demonstrable understanding of 
UK BIM level 2 and information 
sets used universally. 

  

Application Form/Interview/Test 
 
 
Application Form/Interview/Test 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
Application Form/Interview/Test 
 
 
 
 

 
EXPERIENCE: 
 

 Experience of working and 
analysing data. Experience of 
asset management systems.  

 

 Experience of working with 
data in all its forms, such as, 
drawings, 3D models, 
spreadsheets, construction 
material schedules, new build 
handover spreadsheets to 
encompass a whole range of 
building information. 
 

 Experience of working on 
construction projects and the 
stages involved from planning 
to occupation. 

 

 Experience of negotiating with 
internal and external parties to 
achieve satisfactory resolutions 

 

 Experience of working on high 
rise properties. 
 

 Possession of a demonstrable 
track record of delivering 

 
 
 
Application Form/Interview/Test 
 
 
 
 
Application Form/Interview/Test 
 
 
 
 
 
 
 
 
Application Form/Interview/Test 
 
 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
 
 



UNCONTROLLED COPY WHEN PRINTED Page 7 of 8 

 

results on time, to a high 
quality. 
 

 Experience in researching, 
developing, and implementing 
policy and strategy to meet 
residents/customers/clients and 
business requirements. 

 

Application Form/Interview/Test 
 
 
 
 
Application Form/Interview/Test 
 
 

 
SKILLS AND ABILITIES: 
 

 A Building or related 
undergraduate degree. Senior 
manager experience in a related 
role with demonstrable 
experience relevant to this post. 
 

 Membership of CIOB or RICS or 
other relevant discipline 

 
 

 UK BIM level 2 understanding 
 

 Proficient in MS Office 
 

 Ability to work collaboratively 
with other teams to implement 
procedures and improve 
efficiency. 
 

 Good attention to detail 
 

 Analytical ability associated with 
the management of data, the 
understanding and interpretation 
of which is key to the delivery of 
programmes to deliver 
assurance. 

 Desirable - Health and safety 
qualification, NEBOSH General 
Certificate or equivalent. 
 
 

 Desirable - Education, Training 
and effective delivery related 
qualification. 

 

 
 
 
Application Form/Interview/Test 
 
 
 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
 
Application Form/Interview/Test 
 
 
 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
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PERSONAL STYLE AND 
BEHAVIOUR: 
 
 Confident, articulate and 

communicate well both orally and in 
written language. 

 Ability to build and maintain 
effective working relationships. 

 Smart, presentable, polite and 
proactive when engaging with 
residents and external 
organisations to maintain our 
outstanding reputation for 
excellence. 

 Commitment to improving fire 
safety with a person centred 
approach. 

 Maintains a high standard of ethics 
and professional conduct. 

 

 
 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
 
Application Form/Interview/Test 
 
 
 
 
 
Application Form/Interview/Test 
 
 
 
Application Form/Interview/Test 
 
 

 
OTHER SPECIAL REQUIREMENTS: 
 
 
Some of the duties undertaken by this 
post will require the post holder to 
have a full current driving licence and 
use of a vehicle for business use.  
 
 

 
 
 
 
Application Form/Interview/Test 
 
 
 
 
 

 


