


JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE:	Planning Officer (Planning Strategy) 

DIRECTORATE:			Environment

UNIT:					Planning and Economic Development

GRADE:				9

RESPONSIBLE TO:	Planning Policy Team Leader

RESPONSIBLE FOR:	 No direct reports					
					 

MAIN PURPOSE OF JOB:

The post-holder will have an important role in the Planning Strategy team, contributing to the delivery of the Local Plan and planning policy documents to provide a dynamic   Planning Strategy service for the Borough. The individual will be based in the Planning Strategy team but may be asked to contribute to the work of other sections within the department as required.   

MAIN DUTIES:   

[bookmark: _GoBack]Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. The post holder will be given a portfolio of projects which may be within some or all of the planning functions.

Key tasks and accountabilities will be as listed.

1) Assist in all aspects of the preparation, monitoring and review of the Council’s Local Plan and subsequent revisions/updates to that document.

2) Prepare or manage technical research to support the development and implementation of the Local Plan and Supplementary Planning Documents (SPDs) in liaison with other officers and any relevant outside organisations.  

3) Assist with the management of any consultants appointed to undertake research projects as part of the evidence base to support the preparation of the Local Plan and SPDs.

4) Assist with and participate in public consultation undertaken by the team, as well as other community engagement including supporting external organisations in the preparation of neighbourhood plans.     

5) Provide information and supporting statements as part of the preparation for Public Examination and present and/or give evidence as necessary, under the supervision of senior colleagues.
6) Draft detailed responses to planning consultations undertaken by other local authorities, central government and other agencies and organisations.

7) Participate in other planning-related projects undertaken by the team including any new Local Development Orders and Article 4 Directions.

8) Support the effective monitoring of development activity across the borough.

9) In respect of development proposals, assist officers in Development Management in the preparation of evidence to be presented to public inquiries, provide written statements on policy matters for appeals and provide support or give evidence at public inquiries as necessary.

10) Support economic development work undertaken in the department including revisions to the Council’s Economic Development Strategy and associated tasks.

11) Support the climate change work undertaken in the department providing planning policy input to work undertaken by the Principal Climate Change and Sustainability Officer.

12) Support the Council’s work with Hertfordshire County Council, National Highways, NHS and other organisations on transport and infrastructure planning in the Borough.

13) Prepare and present reports to Committees, Panels and the Executive on a range of matters, under the supervision of senior colleagues.

14) Answer queries from members of the public, including as part of the Council’s duty officer rota, liaise as necessary with officers of the Council, County Council, adjoining Local Authorities, government departments and other relevant organisations.  


NOTE:

This list of duties is not exclusive or exhaustive and the post-holder may be requested to perform other duties commensurate with their grade and capabilities. Overall, the postholder would be expected to work in partnership across the organisation and contribute to corporate development when undertaking their main list of duties reference above and/or any other duties undertaken commensurate to the post.

This list of duties will be reviewed with the post holder on a regular basis. The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work.





PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Assessment
A - Application
I - Interview
T - Test
D - Document

	Qualifications & Training
	An appropriate first degree (e.g. geography, sociology or related field in built environment) 

A post-graduate planning or equivalent degree recognised by the RTPI     

Eligibility for and working towards chartered membership of the RTPI
	E


D


D
	A, D


A, D


A, D

	Experience

	A range of experience commensurate with the requirements of the post (e.g. roles within the built environment)

Experience of using IT packages including Office software (Email, Word Processing, Spreadsheets, Presentation)

Experience of using Geographical Information Systems (GIS) 

Experience of successfully managing projects

Presenting to internal and external groups

Application of proven negotiation skills 

Ability to develop good working relationships with a wide range of internal bodies, external customers and other stakeholders as part of developing effective service delivery

Preparation, submission and presentation of reports
	E



E



D


D

D

D

D




D 

	A, I



A, I



A, I


A, I

A, I, T

A, I

A, I




A, I


	Knowledge

	Knowledge of planning and related legislation

Knowledge of political and democratic context in which a Council operates

Planning control enforcement 

Understanding of planning law 

Awareness of the functions of a local authority and current trends and developments in local authority services, particularly in relation to Planning
Awareness of the benefits of relevant IT systems (e.g. databases, Geographic Information Systems) and a willingness to develop skills. 
	E 

E 


D

E


E



E

	A, I

A, I


A, I

A, I


A, I




A, I


	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Strives continuously to exceed customers’ expectations

Outcome Driven
· Assesses and handles risk effectively
· Able to plan and prioritise to meet statutory and organisational deadlines

Problem Solving & Decision Making
· Takes ownership of problems 
· Demonstrates initiative and uses good judgment 
· Able to identify potential problems, find solutions and escalate appropriately

Change & Adaptability
· Takes a positive attitude towards change
· Enables change to happen with minimal impact on service delivery
	E






E




E






E



	A, I






A, I




A, I






A, I



	Skills & Abilities
	Communication
· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face
· Able to present information including   at Planning Committee 
· Able to negotiate successfully to achieve objectives

Team Working
· Able to build effective, supportive working relationships
· Demonstrates a flexible approach to work
· Contributes positively within a team 
· Willing to share skills, experience and knowledge to develop other team members
· Willing to learn from or assist other team members
· Able to self-motivate and work with limited day to day supervision

Quality of Work
· Strives to produce written work of a high quality with a good attention to detail
· Demonstrates accuracy, and a systematic and thorough approach to record keeping

IT/Technical Skills
· Able to use all Microsoft Office systems to a good standard 
· Able to quickly grasp the use of specialized computer packages

Research & Analytical Skills
· Ability to analyse information, including complex policy documents, and plans to summarise information accurately in clear concise reports.
	E









E














E





E





E



	A, I









A, I














A, I





A, I





A, I



	Other Requirements
	Driving license and access to a vehicle for work purposes

Able to undertake site visits, requiring the ability to:
· Make visual site assessments
· Understand and minimize the risks of lone working
· Access a range of sites presenting various types of terrain

Able to attend occasional evening and weekend meetings

Presents a neat and tidy appearance
	D


E







E


E
	A, I, D


A, I







A, I


I


















COMPLEXITY AND CREATIVITY

The postholder is required to investigate, research, and prepare reports and research data relevant to the preparation and review of the Local Plan and the monitoring of development activity.  The postholder must be able to communicate effectively at all levels, initiate research projects, critically appraise policy documents and site promotions whilst displaying a strong commitment to community involvement in the planning process.    

JUDGEMENT AND DECISIONS
The postholder will frequently act on their own initiative managing both their time and resources, to ensure that objectives are met. With guidance, the postholder will be responsible for the scheduling and management of work allocated including planning applications, technical studies and the preparation of reports. 

The postholder will assist in making recommendations including those to the Member Planning Panel. They will assist with public consultation exercises and other community based projects, advising on conflicting views and priorities.


CONTACTS (INTERNAL 60%   EXTERNAL 40%)

Internal:
Other staff in the Service, Senior staff in other Services Units, local Councillors.

External:
Hertfordshire County Council
Other Local Planning Authorities
Statutory Undertakers 
Planning consultants and other professionals
Developers
Department for Levelling Up, Housing and Communities
Parish and Town Councils
Local Community Groups and Residents
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