


JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE:	Infrastructure and Delivery Officer

DIRECTORATE:	Environment

UNIT:	Planning and Economic Development

GRADE:	9/8

RESPONSIBLE TO:	Principal Officer - Infrastructure and Delivery

RESPONSIBLE FOR:	No direct reports

MAIN PURPOSE OF JOB:

Based in the Planning Strategy section, the postholder will engage with service providers, developers, internal and external stakeholders and other key bodies on all matters relating to infrastructure funding and delivery and be responsible for administering work relating to planning obligations secured through both S106 and the Community Infrastructure Levy (CIL). There may also be opportunities to be involved in the wider work of the section, including supporting the preparation, monitoring, review and implementation of a wide range of planning policy documents.   

MAIN DUTIES:

General

1. Provide professional advice on planning matters, with a particular focus on infrastructure delivery.

2. To manage a personal workload whilst supporting the work of the wider team.  

3. To provide support to the Development Management team through pre-application and application advice, and assist in the preparation of appeal statements relating to infrastructure and delivery matters.

4. To support the Planning and Economic Development Service on corporate projects and external cross authority (and wider) groups as required.

5. To assist in the preparation and delivery of written and oral reports and briefings to the Executive, Members and other bodies. 

6. To utilise information technology to improve service delivery and to encourage colleagues to work innovatively to maximise resources.

7. To undertake surveys, research, monitoring and analysis of development activity and local plan related issues as required.

8. Respond to queries from members of the public and developers, and liaise as necessary with other officers of the Council, County Council, adjoining Local Authorities, government departments and other relevant organisations. 

9. To safeguard children, young people and adults at risk and make referrals to the appropriate agency. 



Developer contributions

10. To support the operation and review of the Council’s Developer Contributions Framework, with particular emphasis on S106 agreements, working with the CIL / S106 officer working group and the Member Community Infrastructure and Investment Panel (CILIP) as required.

11. To support the development and implementation of policy / evidence documents in liaison with other officers and any relevant outside organisations, including providing support as required to external consultants.  

12. Ensure relevant information on the Council’s website is up-to-date.

Infrastructure and delivery

13. To provide advice on, and support delivery of, infrastructure requirements for the Borough associated with new development. 

14. Support the preparation and maintenance of the Council’s Infrastructure Delivery Plan (IDP) and Infrastructure Funding Statement (IFS) and wider evidence base. 

15. Work closely with the wider Planning Strategy team to ensure alignment of infrastructure planning with planning policy documents.  


16. To support the delivery of key development projects – including the Elstree Way Corridor and any other strategic sites identified through the new Local Plan.


17. Any other duties appropriate to the post.

NOTES

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.

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 reflecting the Council’s requirement to work in partnership across the organisation.



PERSONNEL SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A -Application
I - Interview
T - Test
D - Documentation

	Qualifications & Training
	An appropriate professional qualification equivalent to degree status.
	E


	A and D

	
	Membership (or eligible for membership) of the Royal Town Planning Institute, Royal Institute of Chartered Surveyors or other relevant professional organisation. 
	
D
	
A and D


	Experience

	A range of post-qualification experience commensurate with the requirements of the post, including:

· use of relevant IT packages. 

· project management.

· giving evidence at Public Inquiries and Examinations.

· developing good working relationships with a range of internal bodies, external customers and other stakeholders as part of developing effective service delivery.

· preparing and presenting technical reports and advice to a range of audiences.

· defining, procuring, operating and controlling services and projects by external consultants / contractors.

	



E

D

D


E






E



D

	
A and I



	Knowledge

	Knowledge of, or willingness to learn, the practical application of legislation and standards relating to the Community Infrastructure Levy (CIL) and other mechanisms to secure developer contributions.

Knowledge of political and democratic context in which the Council operates


A working understanding of planning law.

A working understanding of development finance.


	E






E




D


D

	
A, I & T



	Competences
	Courteous and professional.

Able to clearly articulate in both written and oral form.

Politically aware, demonstrating probity and honesty at all times.

Persistent and determined in realising service outcomes.
	E


E

E


E


	
A, I &T




	Skills & Abilities
	Communication
· Listens and responds sensitively to the needs of the community and support delivery of the service around the needs of customers.
· Comunicates effectively with customers, colleagues, members and outside bodies, in writing, by telephone and face to face.

Team working:
· Works effectively as part of a team, but also on own initiative, with minimal supervision.
· Contributes to corporate projects on behalf of the service.
· Builds effective and productive working relationships with colleagues and external partners.

Quality of work:
· Manages projects and processes effectively.
· Delivers high quality work to programme.
· Demonstrates accuracy and a systematic and thorough approach to record keeping.


IT / technical skills:

· Uses all Microsoft systems to a good standard.
· Uses specialist systems, such as Exacom.

	


E



E





E


E

E



E

E


E





E


D
	
A, I &T




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

Able to undertake site visits, requiring the ability to:
· Travel independently.
· Make visual site assessments.
· Understand and minimise the risks of lone working.

Able to attend occasional evening and weekend meetings.

	E


E






E

	A and D


A and I






A and I




COMPLEXITY AND CREATIVITY

The post holder is required to investigate, research, and prepare reports on a wide range of technical matters relating to the Council’s Developer Contributions regime, including the CIL, and other matters relating to work programme of the section. The post holder must be able to communicate at all levels, to be able to initiate research projects, critically appraise policy documents and CIL bids produced by other agencies and display a strong commitment to community involvement in the policy process. New legislation will require the development of creative solutions in response to the issues and requirements raised by changes in law.  

JUDGEMENT AND DECISIONS

The post holder will frequently act on their own initiative managing both their time and resources, to ensure that objectives are met. With guidance, the post holder will be responsible for the scheduling and management of work programmes and prepare reports and make policy recommendations to Committee. They will be responsible for helping manage public consultation exercises and co-ordinating community based projects. There will be a need to advise on conflicting views and priorities.

CONTACTS (INTERNAL 60%   EXTERNAL 40%)

Internal:
· Other staff in the Unit, Staff in other Services Units.

External:
· Hertfordshire County Council
· Other Local Authorities
· Statutory undertakers 
· Consultants
· Developers
· Department of Communities and Local Government  
· Members of the Council
· Local community groups and residents
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