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JOB PROFILE

Job Title:			Local Land and Property Gazetteer (LLPG) Officer
			
Pay Grade:		W3

Team:			The Environment

Function:			Green Infrastructure

Responsible to:		Green Infrastructure Manager

Job Purpose: 	

Responsible for the Council’s Street Naming and Numbering (SNN) procedures and development and maintenance of the corporate Local Land and Property Gazetteer (LLPG).

Key Area: 

PLACE - An Enterprising, Vibrant and Sustainable Place
We will help to create a sustainable community which has a strong identity and is a place where people want to be, by:
· maintaining a high quality natural environment where resources are used wisely and biodiversity is conserved;
· creating a high quality built environment which meets local needs, and enables an enterprising culture to flourish and the local economy to prosper; and
· providing, in collaboration with partners, the physical and electronic infrastructure to enable efficient and integrated travel and to support high quality electronic services.

Main Tasks:

1. To exercise the Council’s responsibilities with regard to the Street Naming and Numbering (SNN) process in line with statutory obligations.

2. To be responsible for the development, application and maintenance of the Council’s Local Land and Property Gazetteer (LLPG) compliant to British Standard BS7666-2006.

3. To carry out data cleansing and matching exercises to improve the quality of the Gazetteer. Undertake data matching under the Improvement Schedule for the Hub (GeoPlace) under the terms of the Data Co-operation Agreement.

4. To process and administer SNN requests, create and maintain SNN records.  

5. To handle enquiries from staff, members of the public, partner agencies and statutory bodies relating to the Gazetteer and SNN.

6. To liaise with users to resolve address anomalies.

7. To liaise with developers and interpreting development layout plans for numbering purposes and if required historical research of the area being developed prior to SNN confirmation.

8. To assist with the continued development of centralised address management service with the LLPG to deliver high quality address data to the organisation.

9. To provide specialist support and advice to individual users and service teams within the Council regarding integration of their systems with the Gazetteer.

10. When necessary to make site visits to in relation to verifying SNN or LLPG addressing.

11. To participate in the development of new SNN policies and procedures in association with other local and national custodians. 

12. To forward plan the development of the Gazetteer ensuring compliance with the Data Co-operation Agreement (DCA).

13. If required, to lead in setting up SNN records on an integrated land and property system.

14. To report building control and planning contraventions, missing properties to the relevant internal service teams.

15. To represent the Council at regional and national meetings relating to the LLPG and SNN.

16. To attend training courses as and when required.

17. To ensure that all system documentation is up to date.

18.  To ensure that data quality and integrity is maintained and that the data is processed in accordance with the Council Policy, the Data Protection Act and the Freedom of Information Act and other legislation.

19. To carry out other such duties as may be required, commensurate with the grade and level of responsibility, including assistance with the GIS service in the absence of the Corporate GIS Officer.  





















PERSON SPECIFICATION
Job Title: LLPG Officer

	Criteria
	Standard
	E/D
	Measure

		Education & 	training
	· A-Levels or equivalent
· Degree in a relevant discipline
· GIS qualification
	E
D
D
	App
App
App

		Experience
	· Data cleansing and matching
· Familiarity with statutory duties involved in LLPG and SNN
· Use of Local Authority Street Naming and Numbering functions, including the Public Health Act 1925 and the Town and Improvements Act
· Use of IDOX Uniform GMS and SNN modules
· Effective working knowledge of BS7666 and DTF 7.3 gazetteer standards which cover LLPG and the NLPG, the National Address Gazetteer
· Effective working knowledge of GIS 
· Familiarity with data capture, editing techniques and data cleansing and matching
· Understanding of ICT systems including and relational databases
· Knowledge of the Data Co-operation Agreement (DCA) and Public Sector Mapping Agreement (PSMA)
	E
E

E


E
E



E
E

E

D

	App, Int
App, Int

App, Int


App, Int
App, Int



App, Int
App, Int

App, Int

App, Int


		Special Skills
	· Excellent communication skills – both written and oral
· Ability to work well under pressure and work to statutory deadlines
· Accuracy in work with an eye for detail
· Ability to prioritise and organise work
· Ability to work on own initiative as well as part of a team
	E
E

E
E
E
	App, Int
App, Int

App, Int
App, Int
App, Int

		Motivation
	· Positive attitude to public service
· Commitment to continuous improvement
	E
E
	App, Int
App, Int

		Personality
	· Thorough
· Methodical
	E
E
	App, Int
App, Int

		Special 	Requirements
	· Professional
· Reliable and responsible
· Discreet
· Attendance at events outside normal office hours
· Driving licence
	E
E
E
D
D
	App, Int
App, Int
App, Int
App, Int
App, Int



Key: App = Application, Int = Interview, E = Essential, D = Desirable  

Candidate Screening:
Rehabilitation of Offenders Act 1974 applies
Disclosure and Barring Service: not required
