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	JOB TITLE
	Planning Officer

	REPORTS TO
	Development Management Team Manager

	DIRECT REPORTS
	Not Applicable

	INDIRECT REPORTS
	Not Applicable

	
	

	PURPOSE OF THE JOB ROLE

	The role would deal with Householder and small minor planning applications and certificates; providing advice and answering enquiries; and dealing with written representation planning appeals. You may also be asked to help more senior officers with larger and more complex applications and condition discharges. You will also be expected to contribute to service improvement projects.


	

	MAIN DUTIES AND RESPONSIBILITIES

	· Processing householder and small minor planning applications and certificates; providing pre-application advice, planning appeals, undertaking the necessary site inspections, consultations and correspondence, preparing reports and correspondence within strict legislative deadlines

· Managing own caseload to ensure that the Council’s key performance indicators are met.

· Providing written representations for planning appeals. 

· To be able to maintain a planning professional role both within the council and to external agencies and organisations within the code of conduct of the Royal Town Planning Institute.

· To be able to promote customer care and to contribute to departmental performance objectives.


	This job description outlines the main duties and responsibilities but does not detail every task required for service delivery. You may be asked to take on additional duties at an equivalent level, on a temporary or permanent basis.

	

	GENERAL RESPONSIBILITIES

	Standard responsibilities that apply to all council staff or specific groups are set out in the Employee Handbook, these include:

	· Corporate management
· Information governance compliance
· Whistleblowing
· General Safeguarding Statement
· Project and work management
· Working in a team
	· Risk management including Health & Safety
· Business continuity
· Equality of Opportunity
· Our corporate values 
· Budget management
· Specific responsibilities for managers



Local operating procedures and specific activities/tasks will be supplied by the service.

	

	PERSON SPECIFICATION


	Qualifications/Education/Training 
	Essential
Degree in Town Planning or in a relevant subject, and a commitment to undertaking a masters and seeking membership of the RTPI.  


	Experience 
	Desirable

Experience working for a Local Planning Authority is desirable but not essential


	Skills, Abilities and Competencies 
	Essential

Ability to accurately read and interpret maps and plans

Ability to communicate effectively both verbally and in writing to a range of customers with a range of motives, often in highly pressurised situations

Ability to absorb, assess and analyse large amounts of complex information and present a coherent summary with a clear and reasoned recommendation

Ability to work on own initiative and as part of a team

Ability to effectively organise own workload, often against competing priorities


	Specific Working Requirements
	Essential

Access to own car with business use insurance with current full driving licence

Ability to carry out site visits 


	
	

	OTHER/SPECIAL REQUIREMENTS FOR THIS ROLE 

	DBS check required for this role
	Not Applicable

	Is this role “politically restricted”?
	No

	

	ADDITIONAL JOB DETAILS

	Job Grade
	Grade 5

	Directorate
	Place

	Service Area
	Planning
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