
JOB DESCRIPTION
POST TITLE:  

Assistant Planning Officer (Development Management) 

JE NUMBER:  
   
I67


GRADE:


Grade G


DATE:            


February 2020
RESPONSIBLE TO: 
Principal Planning Officer / Development Manager 
SUMMARY OF ROLE & RESPONSIBILITIES 
1. To support the delivery of an effective and efficient, customer focused planning service which says yes to good development openly and quickly with a specific focus on planning applications of a basic or minor nature. 
2. To provide professional planning advice, guidance and recommendations in a timely manner in line with legislation, planning policy, guidance and procedures. 
3. To assist with the continual improvement, change in working practices and income generation so as to deliver lean and effective services to customers. 
LIAISON WITH: 
Elected members, senior officers of the council, internal and external customers, external agencies, Town Councils.

MAIN ACTIVITIES, DUTIES AND RESPONSIBILITIES:

The main activities and responsibilities for this role to support the delivery of an effective, efficient and customer focused planning service are as follows: 

1. To act as case officer for proposals of a minor nature at all stages of the planning process (including householder, minors, adverts and Tree Preservation Order applications).  This will require recommendations and decisions to be made in a timely and professional manner which meets the necessary statutory, departmental or other performance targets as may be agreed.   
2. To support the delivery of an effective, efficient, customer focused pre-application advice service to ensure that requests are acknowledged and responded to in a timely manner. 
3. To write clear and professional delegated officer reports for assessment by senior officers.  Where required, prepare reports for committee decision on planning applications of a minor nature.
4. To process, monitor and manage planning appeals for proposals of a minor nature (including householder, minors, adverts and Tree Preservation Orders) in accordance with the relevant legislation, guidance and procedures and to assist senior officers with appeals where required.

5. To undertake site visits which assist the Planning Service in undertaking monitoring work including in respect of planning conditions and S106 legal agreements and ensuring that records and systems are kept up to date with the necessary information. 
6. To assist with the production of accurate and regular monitoring and statistical reports using the Planning Service IT systems and to complete quarterly statistical returns for the Department of Communities and Local Government. 
7. To support and assist with e-Planning and use of automated systems to help deliver an effective, efficient and customer focused Planning service.

8. Assist in maintaining the Planning Service website pages to ensure that information is accurate and well-presented and in accordance with the Council’s policies and corporate identity. 
9. Deal effectively with enquiries made in person by the public relating to such matters as the need for planning permission, give assistance when the public inspect planning applications, advice on how to participate in the planning process, advice upon the accurate completion of planning applications and how to make representations. 
10. To assist senior officers with the preparation of PowerPoint presentation and material for Speakers Panel (Planning) and Strategic Planning and Capital Panel. 
11. To carry out such other duties as may be directed by the Head of Planning and Transportation.
12. To comply with Health and Safety legislation and the Council’s policies. 
13. To comply with the Council’s policies and regulations.
PERSON SPECIFICATION

JOB TITLE:  Assistant Planning Officer (Development Management) 

DATE:
 February 2020
	FACTOR


	
	(E) ESSENTIAL OR (D) DESIRABLE


	METHOD OF ASSESSMENT



	
	
	
	

	RELEVANT EXPERIENCE
	(E)

(E)

(D)
	Experience in analysing and reviewing plans and technical documents.
Experience of working as part of a small dedicated team that successfully addresses challenging issues and deadlines.
Experience of working in a Planning environment 


	Application form, interview

Application form, interview

Application form, interview

	
	
	
	

	QUALIFICATIONS & KNOWLEDGE
	(E)

(E)

(D)

(E)


	A Levels or equivalent

Degree in Town Planning or a closely related subject, or currently working towards obtaining such a degree.
Diploma or Masters in Town Planning. 

Knowledge of Town and Country Planning legislation and regulations.

	Application form and certificates
Application form & certificates
Application form & certificates
Application form & certificates

	
	
	
	

	JOB RELATED SKILLS


	(E)
(E)

(E)

(E)

(E)

(E)

(E)

(E)

(E)

(D)


	The ability to apply professional knowledge and judgement in assessing applications for planning permission of a basic or minor nature.

The ability to effectively and efficiently manage work and meet competing deadlines and priorities.
Excellent communication and interpersonal skills with the ability to clearly and accurately convey information both verbally and in writing.

Excellent organisational skills. 
Excellent IT skills with advanced knowledge of Microsoft Word, Excel and PowerPoint and ability to use GIS to store, retrieve and analyse data.
Confidence and ability to apply IT skills in an innovative manner in order to secure solutions to defined problems. 

Demonstrate high levels of care, accuracy, confidentiality and/or security when handling information. 

Ability to provide support and assistance to range of customers, sometimes in challenging situations.
Ability to read, understand and interpret complex plans and technical documents. 
Working knowledge of specialist planning software (preferably Idox). 

	Application form, interview, test,
Application form, interview, test, 

Application form, interview, test
Application form, interview, 

Application form, interview

Application form, interview, written test, presentation

Application form, interview

Application form, interview, 

Application form, interview
Application form, interview

	PERSONAL ATTRIBUTES
	(E)

(E)

(E)

(E)

(E)

(E)
	Ability to operate with own initiative, with minimum supervision, and to work effectively as part of a team.

Ability to work under pressure and to meet associated deadlines.
Flexible approach to work and willingness to support change and innovation.
Commitment to excellent customer service.
Commitment to equal opportunities.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English.
	Application form, interview, 

Application form, interview, 

Application form, interview, 

Application form, interview, 

Application form, interview
Application form, interview

	
	
	
	

	WORK CIRCUMSTANCE
	(E)

(D)


	Able to attend site visits in all areas of the Borough.
Understanding of the roles of elected Members.
	Interview

Interview


