Epsom & Ewell Borough Council
Role Profile Template

	Role Title:
	Developer Contributions Lead Officer (CIL/S106)

	Job Family:
	Specialist

	Service:
	Place Development

	Location:
	Town Hall 

	Reporting To:
	Planning Policy Manager




	Role Purpose:
Why the role exists and its contribution
	To provide effective technical and professional guidance that enables the service to maintain the high standards and meet statutory requirements. Specifically, to contribute towards the delivery and implementation of CIL and S106 and associated strategies and plans, with a particular specialism in infrastructure.
To lead on, manage and maintain systems in respect of the development and effective implementation of the Borough Community Infrastructure Levy (CIL) and Planning Obligations (Section 106 agreements - S106s).

To manage the collection and subsequent distribution of related financial developer contributions arising from both CIL and S106s, in order to support the delivery of the community infrastructure priorities and projects in the Borough.

To lead in the management of joint financial and non-financial systems for the administration, collection, monitoring and reporting of both CIL revenue and S106 financial and non-financial obligations.

To manage spend/transfer of funds to enable the delivery of Borough-wide infrastructure.

To lead reporting on infrastructure planning, CIL and S106 matters, such as through the annual Infrastructure Funding Statement and inputting to the Local Plan.

To lead on the governance for spending both the strategic and neighbourhood portions of CIL to ensure funds are directed to the right infrastructure at the right time to support the Local Plan.

As a member of the council’s team, contribute to the achievement of the Council’s corporate vision, behaviours and priorities and the development of the Council’s positive high performing culture



Main Duties and accountabilities
	Service Specific
	Support the Planning Policy Manager, deputise when required, assist in project management, and provide higher-level professional advice to the service and other internal customers
Advise Members, Senior Officers, the Borough Council’s Development Management Team, and other customers on infrastructure implications associated with plan-making and decision taking.
Develop and disseminate associated strategies and policies as required – specifically making contributions to the preparation of complex policies relating to infrastructure 
Preparing and overseeing the production and collation of technical infrastructure evidence, strategies and plans (to inform policy and decision making)
Prepare and present papers and reports for a variety of different stakeholders
To lead on, manage, maintain and develop systems for the administration, recording, collection, spending, monitoring and reporting of CIL revenue and S106 financial and non-financial obligations.

To lead on administering the Council’s CIL policy, including validation and verification of CIL forms; securing invoicing and payment of CIL; monitoring of development to ensure it accords with agreed liability; monitoring of spend and enforcement where necessary.

Processing applications for exemption and relief in accordance with the Regulations and the Council’s policy; accurately recording CIL information and log notices; monitoring commencement notices and interrogate building control, council tax and other relevant systems to identify commencement dates. Oversee the processing of CIL Commencement Notices and Assumption of Liability Notices received and to ensure relevant notices are issued within appropriate timescales.

Working closely with the technical administration, development management and policy teams to ensure correct implementation of the policy.  Also working closely with other Council services to support payment, spending and development commencement monitoring.

To fully utilise IT systems in the delivery of an effective and efficient Community Infrastructure Levy and S106 agreement administrative service through appropriate IT and supplier liaison and employee training, whilst maintaining data integrity.

Preparation of reports on monies raised, spend profiles, the projects for and outcomes of spend as well as the identification of the infrastructure and S106 items delivered.

Presentation of reports to managers and Committees as appropriate.

Leading on and responding to CIL appeals where calculations of payment are not agreed upon.

Monitor development commencement through commencement notices, records in building control, local land and property gazetteer, development monitoring and council tax systems to identify development commencement dates. Liaise with colleagues in other services to check development commencement on site. 

To lead on the effective communication and liaison with community and local partners to encourage their involvement and participation in the delivery of priorities and projects as part of the Neighbourhood CIL requirements

Lead on strategic relationships with other Council services including Corporate Debt Recovery Group, Legal Services and Local Land Charges to ensure all statutory requirements are met.

Oversee and undertake site visits to monitor S106 & CIL obligation compliance.

Lead and oversee the effective promotion of CIL and S106 expenditure.

Lead and oversee the development and establishment of and take lead responsibility for audit / health check, progressive improvement/review of CIL and S106 governance arrangements across the Council, commissioning, drafting, approving, implementing and maintaining procedure notes, including conforming to national data standards set by the Government.

To lead on and deal with enquiries on CIL and S106 (monitoring) including from elected Members, the local community and representatives of development interests, and through Freedom of Information (FOI) requests.

To lead on reports/briefings for Committees or Lead Members on all CIL receipts/spend and S106 revenue and non-financial obligations. To provide and check accuracy and reliability of relevant information as part of the Authority Monitoring Report and Infrastructure Funding Statement.

To lead on responses to consultation documents from the Government, other planning agencies/bodies and adjoining planning authorities on CIL and S106 and to anticipate and keep fully up to date with Government announcements and statements.

Support the Planning Policy Team in infrastructure planning policy including supporting the Council through public consultation(s) and examination in public on the Local plan and CIL Charging Schedule.
Work closely with the wider team to ensure alignment of infrastructure planning with planning policy documents.

To undertake such other duties as may be required within Place Development Service commensurate with the level of this post.	

	Generic Duties
	Professional
To communicate ownership of the corporate plan, vision, behaviours, corporate identity, and key messages and promote effective corporate working across the organisation.
To champion and encourage corporate working as part of a one team Council approach
To assist in managing the implementation of key corporate and service projects, achieving agreed outcomes including delivery on time and within budget.
To provide high quality and timely advice to all Members of the Council and relevant staff. 
To attend and contribute as required to meetings of the Council, including Committee meetings, working groups, and outside bodies.
To develop and maintain excellent internal and external working relationships to secure positive outcomes for the Council and the borough.
Retain a professional qualification and membership and participate in learning that is required to perform the role effectively and in line with statutory requirements.
Use technical and professional knowledge to help ensure council statutory obligations are adhered to through investigations, inspections and enforcements in accordance with relevant legislation, codes of practice and other regulatory instruments.
To support the Planning Policy Manager in securing a highly engaged and high performing staff team ensuring that all staff are encouraged to realise their potential through their on-going learning and development 
To support the Planning Policy Manager in securing a positive working environment where staff are treated with dignity and respect and where equality of opportunities is promoted. 
To promote a culture of excellent customer service where the needs of customers are understood and responded to.  
Financial and Performance Management
To ensure that value for money is achieved, including looking at opportunities to increase income, reduce costs or explore alternative ways of delivering services. 
To assess the risks associated with the service and ensure that robust measures are in place to manage these risks effectively, including the risk of fraud. 
Continuous Professional Development
To keep abreast of economic, legislative, political, social and technical developments impacting on the service and on local government, keeping up to date with the latest thinking /direction within the service areas.
To maintain professional development and attend corporate training as required. 



	1. 
The key decision making areas in the role

	The need to exercise judgment or decision making specifically in relation to legislation and its interpretation and application on a case-by-case basis.
Giving correct advice on CIL and S106 processes, fees and requirements of the local planning authority which shapes the customer experience
To process CIL and S106 in compliance with statutory and local guidance 
Providing customer advice about CIL and S106
Business focused - making quick effective decisions that balance the customers’ requirements with the requirements of the service and organisation
Managing & prioritising the workload of the Developer Contributions Assistant to ensure that deadlines and goals are met
Responding to FOI requests
Responding to CRM and telephone enquires
Managing customer comments on CIL/S106 to ensure that sensitive material is redacted.
Maintaining strict confidentiality at all times and adhering to current GDPR legislation and service guidelines on the use of data
Problem solving - At the extreme margins this will require unique decision taking – determined on a case-by-case basis. This area of problem solving typically requires the post holder to make reference and have an understanding of the CIL Regulations and legal case history (in conjunction with advice as necessary from the Council’s Legal Team).  

	Customers and contacts

	Liaising with other Council services relating to the monitoring and payment collection/ recovery functions – principally, Finance, Legal and Revenue Teams.  Applicants, appellants, statutory consultees, solicitors, builders, the planning inspectorate, government agencies, and staff within the Council.
Contact with clients/customers - specifically representing the Borough Council and Place Development Service at internal and external meetings, and when necessary, at public examinations, planning appeals and other quasi-judicial fora.



	Dimensions of the role

	Financial 
	Non-financial 

	Setting or monitoring targets or budgets and their value
Accounting for and handling income and expenditure of approx. £2-3m per annum sums of money 
Ensuring that the procedures, regulations and legal agreements are followed so that the Borough Council  secures monies due via CIL and the Section 106 process in a timely manner.

	Managing a member of staff and checking and evaluating work of others 
Emotional stress from the circumstances or behaviour or people
The impact of your decision making on customers
Implementing and enforcing regulations
Health and safety of customers
Ensuring that the procedures, regulations and legal agreements are followed so that the Borough Council secures key infrastructure from development via the Section 106 process in a timely manner (e.g. affordable housing).



[bookmark: _Toc131994477][bookmark: _Toc102418645]Person Specification

	Qualifications and Training
	Essential (E) or Desirable (D)
	Application
	Interview/
Assessment

	What professional qualifications you require – Hold an appropriate degree, or a professional qualification equivalent to degree status.
	E
	A/Cert
	

	A full member or eligible for full membership of the Royal Town Planning Institute, Royal Institute of Charted Surveyors or other relevant professional organisation.
	D
	A/Cert
	

	Understanding of regulations and legislation relating to the CIL and Section 106 processes
	D
	A
	I

	Experience of using Exacom
	D
	A
	I

	Knowledge and Experience
	
	
	

	Experience managing complex development and/ or infrastructure projects in a high-pressure environment.
	E
	A
	I

	Experience supervising of administrative staff.
	D
	A
	I

	Experience developing good working relationships with a wide range of internal bodies, external customers and other stakeholders as part of developing effective service delivery
	E
	A
	I

	Experience preparing and presenting technical reports and advice to a range of audiences.
	E
	A
	I

	Experience applying and developing appropriate IT solutions in a changing environment
	D
	A
	I

	Customer services experience
	E
	A
	I

	Experience of monitoring and reporting on data
	E
	A
	I

	Experience of drafting letters and reports
	E
	A
	I

	Knowledge of, or willingness to learn, the practical application of legislation and standards relating to the Community Infrastructure Levy (CIL)
	E
	A
	I

	A knowledge of how to devise innovative solutions for service delivery.
	E
	A
	I

	A knowledge of how to assess the impact of legislative or administrative changes affecting the service and to proactively implement changes to comply with those requirements.
	D
	A
	I

	A knowledge of working understanding of planning law.
	D
	A
	I

	A knowledge of the functions of a local authority and current trends and developments in local authorities and the wider public sector.
	D
	A
	I

	A knowledge of development viability.
	E
	A
	I

	Skills
	
	
	

	Competent in the use of IT
	E
	A
	I

	Ability to support delivery of high-quality services efficiently and effectively with limited resources.
	E
	A
	I

	Ability to develop and operate appropriate qualitative and quantitative indicators
	A
	A
	I

	Ability to listen and respond sensitively to the needs of the community and to deliver the service around the needs of customers.
	E
	A
	I

	Ability to build effective and productive working relationships with colleagues and external partners.
	E
	A
	I

	Ability to deploy IT systems effectively.
	E
	A
	I

	Ability to respond flexibly to a constantly changing work flow is essential.
	E
	A
	I

	Ability to relate and work with people at all levels.
	E
	A
	I

	Ability to Work under pressure and to deadlines
	E
	A
	I

	Additional Requirements
	
	
	

	Willingness to take instructions from Business Manager and Senior Officers
	E
	A
	I

	Good interpersonal skills and a good team player
	E
	A
	I

	Confident and self-assured
	E
	A
	I

	Driving license and access to a vehicle for work purposes.
	E
	A
	I

	Able to attend occasional evening and weekend meetings.
	E
	A
	I
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