JOB DESCRIPTION 
JOB SPECIFICATION  
	JOB TITLE:
	Senior Planning Technician 

	DIRECTORATE:
	Environment

	UNIT:
	Planning & Economic Development

	GRADE:
	8

	RESPONSIBLE TO:	
	Planning Processing and Improvement Manager

	RESPONSIBLE FOR:
	Supervision of staff within the team (including stand in line management duties from time to time) 


MAIN PURPOSE OF JOB:

The post is a senior supervisory role responsible, in conjunction with the Planning Processing & Improvement Manager, for organising all the planning administration and technical functions within the whole Planning, Economic Development & Climate Change service. The post holder will support and supervise the validation team to ensure the validation of all planning applications and appeals and oversee the implementation and management of all processes and systems used by the service. The post will work with the Planning Processing & Improvement Manager on new initiatives including managing and implementing service improvement projects. 

The post holder will deputise for the Planning Processing and Improvement Manager as required. 
MAIN DUTIES:

1. To assist with organising and managing the processing of planning and related applications according to statutory requirements and Council policies. This will include supporting/ supervising the validation team to carry out the validation, statutory and non-statutory consultations, the preparation of site notices and the publication of press notices, the issue of decisions and administrative tasks associated with the Community Infrastructure Levy (CIL), currently utilising the EXACOM system. 

2. To ensure the planning service is customer focused, communicates in a timely manner and contributes to the council’s communication and customer services initiatives.

3. To implement and improve all processes and systems used within the service, including seeking resolutions to problems in liaison with the relevant Project Manager, Planning Processing and Improvement Manager and IDS officers.   

4. To provide administrative support for planning and enforcement appeals function. 

5. To allocate work to the Planning Technicians to assist and in the absence of the Planning Process & Improvement Manager. 

6. To oversee and supervise the team’s management and monitoring of information requests to the department (such as FOIs/EIRs). 

7. To assist the Planning Processing & Improvement Manager in the review and improvement (including implementation) of procedures and practices, including direct supervision/management of specific work streams as appropriate.

8. To assist with the production of procedures and the delivery of all services in respect of customer support, mail handling, filing systems, correspondence, plan/filing records, scanning, statutory registers and equipment. 

9. To provide training to new team members and provide guidance and support to the less experienced members of the team.

10. To promote and achieve digital transformation across the planning service.

11. To supervise and assist with any other duties arising out of the day to day running of the team, as necessary.

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

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.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Assessment
A: Application
I: Interview
T: Test
D: Documentation

	Qualifications & Training
	General standard of education with GCSE in Maths and English

Qualified to A Level standard (or equivalent) or commensurate experience
	E


D
	

	Experience

	Experience of IT packages which demonstrate ability to learn new systems, e.g. planning and records management (including IDOX, EXACOM, KEYSTONE)

Project Management. in particular implementation of new processes and procedures

Planning Administration

Supervising a multi skilled team.

	E




E



E

D
	




	Knowledge

	Knowledge of Planning administration and knowledge of the Planning system

Knowledge of records management systems

Knowledge of Political and Democratic context in which the Council operates.

	E


E


D
	

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

Outcome Driven
· Assesses and handles risk effectively
· Plans and prioritises to meet statutory and organisational deadlines.

Problem Solving & Decision Making
· Takes ownership of problems 
· Demonstrates initiative and uses good judgment 
· Identifies potential problems, finds solutions and escalates appropriately.

Change & Adaptability
· Has a positive attitude to change
· Encourages others to embrace and contribute to change
· Enables change to happen with minimal impact on service delivery.

	E





E




E






E
	

	Skills & Abilities
	Communication
· Liaises effectively with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face.

Management
· Demonstrate staff supervisory skills 
· Demonstrates the skills required to successfully manage projects.

Team Working
· Builds effective, supportive working relationships
· Demonstrates a flexible approach to work
· Contributes positively within a team environment
· Shares skills, experience and knowledge to develop other team members
· Willing to learn and assist other team members
· Is self-motivated and works with limited day to day supervision.

Quality of Work
· Produces high quality written work with good attention to detail
· Demonstrates accuracy, and a systematic and thorough approach to record keeping, document control and filing.

IT/Technical Skills
· Uses all Microsoft Office systems to a good standard (including Access)
· Quickly grasps the use of specialized computer planning packages ideally Uniform
· Able to use GIS.

Research & Analytical Skills
· Assesses and investigates inconsistencies in information.

	E





E




E















E







E







E


	

	Other Requirements
	Presents a neat and tidy appearance.
	D

	



COMPLEXITY AND CREATIVITY 

The post holder is expected to be highly skilled in the implementation and support of new processes and procedures. Some complex problem solving is involved in the job and therefore the role requires a degree of creativity particularly as there may be limited precedent for solutions.  

Creativity will be required in monitoring and developing new procedures in liaison with the Planning Processing and Improvement Manager to undertake the tasks involved. In the absence of the Planning Processing and Improvement Manager, the post holder will be responsible for ensuring that applications are validated and registered in accordance with tight timetables to ensure that Performance Indicators are met. This is a key part of the overall planning process and attention to detail and a full understanding of current relevant legislation in relation to Planning administration is fundamental. 

A large number of tasks have to be undertaken within a legislative regime. Failure to comply with the statutory framework would, in the case of appeals, mean that the Council’s case might not be heard. Accuracy and attention to detail are critical with an ability to supervise and motivate staff. The post holder will be required to devise procedures and practices (particularly in relation to the utilisation of the Planning software) when changes in legislation occurs and to ensure authorisation is given for any changes by the Head of Service.

The post holder will provide advice and act as the departmental expert in relation to processes and procedures used by the service.  

The post holder must be able to read and understand plans, maps and associated material and be able to input and extract information from them.  

JUDGEMENT AND DECISIONS

The post holder is required to understand sometimes complex IS software matters that will affect the work of the Service and can have an impact upon other teams within the Council who rely upon the software maintained within the Service. 

The post holder will act as part of project teams planning projects. The post holder will be responsible for setting targets in relation to the projects they manage.

In the absence of the Planning Processing and Improvement Manager, the post holder will ensure senior managers are kept appraised of workloads and priorities and will seek approval for any changes in priorities. 

The post holder is required to be familiar with the tasks of the Service as a whole and able to deal with the full range of queries relating to the administration of planning applications and appeals, policy support work and requests for a wide range of planning information.  The post holder must also be able to provide advice and assistance on planning administration matters.

CONTACTS

INTERNAL	80%						
Development Management, Enforcement and Policy/CIL officers
CRM staff, plus staff in other Units and Councillors
Land Charges
IDS
All departments using GIS and Enterprise software

EXTERNAL	20%	
General Public, applicants, applicants’ agents, solicitors, Other Councils, Planning Inspectorate staff as directed

OTHER REQUIREMENTS

In undertaking their duties all employees will be expected to demonstrate political neutrality.
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