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Planning Officer (Post 2012, 2574, 2575, 2230, 2253, 2254)
Service Area
Planning
Manager/Team Leader
Development Management Team Leader / Planning Policy Manager
Direct reports
N/A

Total Managed
N/A

Purpose of the Role

To process an individual caseload of planning and other planning related applications and provide professional advice on a range of planning related matters. Contribute to the delivery of the Development Management service
OR

To contribute to the formulation and application of planning policy for the district through preparation, monitoring and Plan Review.
There may be occasions where the Council requires you to work across different areas of the Planning service. This may be to support service delivery and manage workload across teams, or to support your professional development. Any such change will be discussed with you in advance. 
Key Result Areas - Development Management 
1. Process and make recommendations on an individual caseload of planning and other applications; to ensure that decisions made and advice given accord with the Councils policies, Government advice and good planning practice.

2. To provide and offer advice and guidance to prospective applicants, consultants and members of the public prior to submission of applications and on general planning matters.

3. To prepare and provide written evidence on planning appeals.

4. To advise/liaise with elected Members in relation to planning and enforcement matters in the area.

5. To prepare written Development Committee reports.

6. To attend meetings convened by other parties and organisations as necessary, to advise on the development management process, particularly through the giving of information and advice.

Key Result Areas - Policy

1. Research, collate, and analyse information and make recommendations relevant to the formulation and monitoring of planning policy. (e.g. Local Plan, Community Infrastructure Levy, and planning obligations.)

2. To prepare, organise and undertake surveys and investigations to ensure the timely and accurate production of monitoring and other policy related information. 

3. Prepare reports (e.g. Annual Monitoring Report, Housing Land Availability and Employment 

Land Supply reports) in accordance with agreed timetables.

4. Assist in the process of public participation and consultation on planning policy related documents.

5. Provide interpretation and advice on planning policy matters to other sections of the Authority, Members, developers, various interest groups and organisations, Government Departments and the public at large.

Key Result Area – Generic

1 To deal with all customers of the planning service in a positive and constructive manner.

2 To develop and maintain an up-to-date knowledge of technical and administrative requirements arising from new legislation and of any development in the general field of planning practice.

3 To make use of computerised information and processing systems and maintain an adequate and up-to-date knowledge of information technology.

4 To liaise and coordinate with outside authorities/agencies particularly Highway Authority and Environment Agency. To attend, with other officers of the Section, meetings of the Council and other meetings, exhibitions etc, including those outside normal working hours, as required.

5 To take responsibility for your own Health and Safety at work and that of other persons who may be affected by your actions.

6 Any other work required as directed within the confines of the existing grading and post.

[image: image1.jpg]NORTH
JOB DESCRIPTION I 365 0ur

COUNCIL




	Planning Officer (Post multiple)

	
	Essential
	Desirable
	How

Identified

	Experience/

Knowledge
	Experience in a Local Authority planning role
	
	(
	App Form */

Interview

	
	Experience of working within a Planning policy or development management environment
	
	(
	App Form */

Interview

	
	Good knowledge of current planning legislation
	(
	
	App Form */

Interview

	

	Qualifications
	A Royal Town Planning Institute (RTPI) recognised degree or diploma in planning. OR;

Educated to degree level with three years practical experience in a Local Planning Authority within a Development Management.
	(
	
	Application Form



	
	Full driving licence
	(
	
	Application Form


	
	Essential


	Desirable


	How Identified

	Skills
	Able to write clear and concise letters and reports and other documents
	(
	
	App Form */

Interview

	
	Good analytical skills, with above average reasoning skills
	(
	
	Test/

Interview

	
	Able to organise and plan priorities and workload
	(
	
	Interview

	
	Above average verbal reasoning skills, to understand & communicate complex information
	(
	
	Test/

Interview

	
	Good negotiation skills
	(
	
	App Form */ Interview

	
	Good presentation skills
	(
	
	App Form */ Interview

	
	A good knowledge of IT Skills and programmes.
	(
	
	App Form */ Interview

	

	Aptitude and

Disposition
	Tactful and customer orientated approach to development control


	(
	
	Interview

	
	Self-motivated, with flexible 

approach and positive approach to team working and new work initiatives
	(
	
	Interview

	
	Good interpersonal skills


	(
	
	Interview

	

	Personal

Circumstances
	Able to work occasionally outside normal hours
	
	(
	Interview

	
	Access to car
	(
	
	Application Form

	

	Physical
	Sufficient personal mobility to undertake site visits
	(
	
	Interview


Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the Council:

Fairness - We respect people and treat everyone fairly

Ambition - We welcome new challenges and embrace change

Integrity - We are open and honest and listen

Resourcefulness - We strive to be efficient with our resources
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Trainee Planning Officer – Level 1 (post 1121, 2123, 2294, 2216, 2217)
Service Area

Development Management

Manager/Team Leader

Development Management Manager
Direct reports
N/A
Total Managed

N/A
Purpose of the Role
To control development in the District Council’s area, in accordance with policies, procedures and practice.
Key Result Areas
1. Working with more experienced colleagues develop the ability to manage a case load of routine planning applications and other tasks, including the achievement of performance targets; to ensure that decisions made and advice given accord with the Council’s policies, government advice and good planning practice.

2. To advise members of the public on routine planning matters, including the need for planning permission and related consents.

3. To carry out technical tasks associated with the processing of planning applications

4. To deal with all customers of the Planning Service in a positive and constructive way, always seeking to achieve the Council’s corporate strategy and policies, and the aims and objectives set out specifically for the Planning Service.

5. With more experienced colleagues to attend meetings convened by other parties and organisations as necessary, in order to assist with the development control process, particularly through the giving of information and advice.

6. To develop an up-to-date knowledge of technical and administrative requirements arising from new legislation and any developments in the general field of planning practice which may have a bearing on the duties of the post.

7. To shadow colleagues in other sections of the Planning Service on issues of common interest, particularly, Planning Policy, Conservation and Design, and Landscape.

8. To take responsibility for your own Health and Safety at work and that of other persons who may be affected by your actions.

9. Any other work required and as directed within the confines of the existing grading and post
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	Trainee Planning Officer (post 1121, 2123, 2294, 2216, 2217)

	
	Essential
	Desirable
	How

Identified

	Knowledge and Experience
	Experience in a District Council Planning Department or any other planning or local government experience
	
	(
	Appl Form*

	

	Qualifications
	Degree related to Town planning 

	(
	
	Appl Form*


	

	
	Essential
	Desirable
	How

Identified

	

	Training
	Able to demonstrate capacity to develop personal skills and competencies
	(
	
	Interview

	
	Prepared to undertake first year of RTPI accredited MSc qualification (or equivalent) Or
Local government planning experience and working towards first year of RTPI accredited MSc qualification (or equivalent) 
	(
	
	Application form*

	

	Skills
	Ability to write clear, concise reports
	(
	
	App Form*/

Interview

	
	Ability to understand and interpret complex planning and related legislation
	
	(
	App Form*/

Interview

	
	IT literate
	(
	
	App Form*

	
	Well-developed interpersonal, analytical and presentational skills
	(
	
	Interview/

Test

	
	Ability to prioritise and organise an allocated workload and work to a given deadline
	(
	
	Interview

	
	Able to interpret plans
	(
	
	App Form*/

Interview

	

	Aptitude and

Disposition
	Customer orientated approach to Development Control
	(
	
	Interview

	
	Self-motivated
	(
	
	Interview

	
	Flexible approach
	(
	
	Interview

	

	Personal

Circumstances
	Able to work occasionally outside normal office hours
	
	(
	Interview

	

	Physical
	Sufficient personal mobility to undertake site visits
	(
	
	Interview

	
	Full driving licence
	(
	
	Appl Form*

	
	Access to car
	
	(
	Appl Form*/

Interview
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Trainee Planning Officer Level 2 (post 1121, 2123, 2294, 2216, 2217)
Service Area

Development Management

Manager/Team Leader

Development Management Manager

Direct reports
N/A

Total Managed

N/A

Purpose of the Role
To control development in the District Council’s area, in accordance with policies, procedures and practice.
Key Result Areas
1. To take responsibility of an individual case load of planning applications and other tasks, including the achievement of performance targets; to ensure that decisions made and advice given accord with the Council’s policies, government advice and good planning practice.

2. To investigate possible breaches of planning control and check compliance with planning conditions.

3. To advise members of the public on planning matters, including the need for planning permission and related consents, and liaise with elected Members in relation to planning and enforcement matters in the area.

4. To carry out technical tasks associated with the processing of planning applications, appeals and enforcement matters.

5. To deal with all customers of the Planning Service in a positive and constructive way, always seeking to achieve the Council’s corporate strategy and policies, and the aims and objectives set out specifically for the Planning Service.

6. To attend meetings convened by other parties and organisations as necessary, in order to assist with the development control process, particularly through the giving of information and advice.

7. To maintain an adequate and up-to-date knowledge of technical and administrative requirements arising from new legislation and any developments in the general field of planning practice which may have a bearing on the duties of the post.

8. To co-operate and liaise with other sections of the Planning Service on issues of common interest, particularly, Planning Policy, Conservation and Design, and Landscape

9. To take responsibility for your own Health and Safety at work and that of other persons who may be affected by your actions.

10. Any other work required and as directed within the confines of the existing grading and post.


	Trainee Planning Officer (post 1121, 2123, 2294, 2216, 2217)

	
	Essential
	Desirable
	How

Identified

	Knowledge and Experience
	Experience in a District Council Planning Department or any other planning or local government experience
	(
	
	Application

Form*

	

	Qualifications
	Degree related to Town planning. 

	(
	
	Appl Form*


	

	
	Essential
	Desirable
	How

Identified

	

	Training
	Able to demonstrate capacity to develop personal skills and competencies
	(
	
	Interview

	
	Successfully completed first year of RTPI accredited MSc qualification (or equivalent)

And 

Local government planning experience and working towards second year of RTPI accredited MSc qualification (or equivalent)
	(
	
	Application Form*

	

	Skills
	Ability to write clear, concise reports
	(
	
	Appl Form*/

Interview

	
	Ability to understand and interpret complex planning and related legislation
	(
	
	Appl Form*/

Interview

	
	IT literate
	(
	
	Appl Form*

	
	Well-developed interpersonal, analytical and presentational skills
	(
	
	Interview/

Test

	
	Ability to prioritise and organise workload and work to a deadline
	(
	
	Interview

	
	Able to interpret plans
	(
	
	Appl Form*/

Interview

	

	Aptitude and

Disposition
	Customer orientated approach to Development Control
	(
	
	Interview

	
	Self-motivated
	(
	
	Interview

	
	Flexible approach
	(
	
	Interview

	

	Personal

Circumstances
	Able to work occasionally outside normal office hours
	
	(
	Interview

	

	Physical
	Sufficient personal mobility to undertake site visits
	(
	
	Interview

	
	Full driving licence
	(
	
	Appl Form*

	
	Access to car
	
	(
	Appl Form*


