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JOB DESCRIPTION
	Job Title 
	Planning Officer


	Salary
	£29,577 - £33,782 per annum plus £626 London Weighting


	Directorate: 
	Place, Planning and Regeneration
	Section/Location:
	Planning / 
Time Square

	Grade/Salary Range:
	BG-G (SCP25-30)
	Work style:
	Free


	Key Objectives of the role

	No more than three points should be included here as it is an overview for the purpose of the role

	To work as part of a team and to assist in the delivery of an effective, efficient and user friendly planning service which seeks to conserve, promote, maintain and enhance the natural and built environment of the area. 


	Designation of post and position within departmental structure

	Evidence via an organisation chart, whom the post reports to, include direct reports into the role if applicable
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	Daily and monthly responsibilities

	List in order of importance. Group Similar tasks together. Maximum of 12 entries   

	· To examine, process and evaluate planning and related applications, including site inspections, negotiations and preparation of reports to the committee, or reports under the officer delegation arrangements and prepare statements in relation to written representation appeals.

· Respond to correspondence and enquiries relating to planning matters and provide advice to members of the public including the provision of pre-application advice and written opinions as to the need for planning permission and other related approvals.

· To contribute towards the formulation of planning policies, the production of development briefs, guidance and advice leaflets.

· To research and reply to queries regarding the history of sites from the public, other departments and planning colleagues. 

· To assist with the preparation and monitor the implementation of Section 106 Agreements including assisting with investigation and taking appropriate action in cases of non-compliance.

· Attend occasional Planning Committee and Executive meetings and meetings of outside bodies as required.

· To create and maintain spreadsheets and databases and to compile data and statistics from manual and computerised record systems as required. 

· To keep up to date on planning legislation and guidance, especially provisions relating to use classes, permitted development, neighbourhood planning, local plans and community infrastructure levy.

· To ensure planning and related applications and appeals, for which they are the case officer, are processed in accordance with set procedures and agreed performance targets are achieved.

· Deal efficiently and courteously with all customers of the service including contact in person, by telephone, and through correspondence, including e-mails.

· To report to the Team Manager any work related matter likely to give rise to significant risk to personal or public safety.

· To undertake such other work as the Council or the Director of Place, Planning and Regeneration may determine as being compatible with the responsibility levels of the post.

It should be noted that the above list of principal duties and responsibilities is not necessarily a complete statement of the final duties of the post.  It is intended to give an overall view of the position and should be taken as guidance only.

The post-holder is required to be flexible as they may be moved from time to time between development management and spatial policy teams according to the needs of the service and/or to develop a broad base of planning expertise.   



	Scope of role

	Consider budget/resource control, impact on community

	The post-holder has no budgetary responsibilities.

The post holder is required to be flexible as they may be moved from time to time between development management and planning policy teams according to the needs of the service and/or to develop a broad base of planning expertise. 

The nature of the job is such that it influences the future physical and quality of life in the Borough through the processing of planning and similar applications and dealing with general DM enquiries from the public, colleagues and Council Members.

The postholder will be designated a ‘Free Worker’ and will be required to work away from the Council Offices and on a flexible hours basis. The postholder may, from time to time, be required to work outside of normal office hours.
Commitment to the Council’s Equal Opportunities policy at all times
Commitment to working within the bounds of the Data Protection Act and GDPR legislation at all times


Such other duties as may from time to time be necessary, compatible with the nature of the post. It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only.         
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PERSON SPECIFICATION
	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE 

	Skills and qualifications

	Educated to degree (2.2 or higher) or equivalent standard – preferably in a planning related subject.
Post-graduate experience of working within planning or related profession
	European Computer Driving Licence (ECDL) or evidence of training in the use of software packages e.g. MS Word, Excel and Access.

Licentiate membership of RTPI and working towards Chartered Membership.

	Competence Summary

(Knowledge, abilities, skills, experience)


	Good communication skills, written and spoken presentation.

Strong working knowledge of the planning system and plan making processes.
Demonstrable understanding of development management processes
Demonstrable skills in the use of and application of information technology.

Proven ability to negotiate with developers and produce well researched and justified advice.

	Experience/understanding of the planning appeals process, preparing written statements and attending hearings.


	Work-related Personal Requirements


	Ability to blend tact with firmness
Attentive to detail

Self-motivated with a pro-active approach to work and focussed on solutions / outcomes
Commitment to providing high standards of quality service to the Council's customers.

Able to meet strict deadlines, often working under pressure and balancing priorities.
Ability to work within a team and contribute positively to its functioning


	

	Other Work Requirements 


	The post holder must hold a full UK driving licence (or valid equivalent). Non-UK licences must be converted to UK licences in the first six months of employment. 
Occasional attendance at meetings and presentations outside of normal office hours.
The ability to converse easily    

with members of the public and respond effectively to questions in spoken English. 

	


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE



Role models and                                                       

demonstrates the 
Council’s values and                                   

behaviours

	


All staff should hold a duty and commitment to observing the Council’s Equality & Diversity policy and procedures at all times. Duties must be carried out in accordance with relevant Equality & Diversity legislation and Council policies/procedures.  
