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Job description and Person Specification
Technical Administrator
1. DETAILS	
	Business Centre:			Planning
	Post Title:				Technical Administrator   
                                                                 (Planning, Economy & Built Environment)
	Division:				Planning
	Post No:				TBC
				
	Working Hours:			37
	Grade:				6/7
	Work Base:				Civic Centre
	Prepared/Agreed by	:		Julie Kitchenside
	Date:					November 2018

2. ORGANISATIONAL RELATIONSHIPS
Reports to:	Technical Administration Manager – Planning, Economy & Built Environment) 
Deputising Responsibility:		N/A
	Directly Supervises:			N/A
Indirectly Supervises:		N/A

3. RESPONSIBILITIES FOR RESOURCES
Screen Based Databases
4. JOB PURPOSE & OBJECTIVES
Act as the primary officers undertaking registration and processing of planning applications, building control applications, Planning Enforcement Investigation, Planning pre-application enquires and other correspondence, and Appeals, CIL Administration. 


Act as a first point of contact and respond to customers accessing Planning & Building Control services using service channels including:
· In person (face to face)
· By telephone
· In writing by post, e-mail and text
· By electronic channels including web chat, social media and mobile applications
Provide advice and handle both simple and technical (complex) Planning & Building Control enquiries.
	Engage with initiatives that improve service delivery, performance and efficiency 
	To Support the professional staff and carry out technical duties
5. MAIN DUTIES OF THE POST
Administering Planning and related services
· Processing and registering planning applications and other applications and issuing decisions, including inputting on Northgate M3 and Information at Work
· Processing and registering Building Control applications including inputting on Northgate M3 and Information at Work
· Administer appeals including pIanning inquiries and CIL enquiries.
· Registering  requests for planning enforcement investigations
· Validation of Householder planning applications
· Support for compilation of planning committee agendas
· Dealing with general correspondence within the Business Centre and escalating to relevant team if necessary
· take payments by card where necessary
Customer Service
· Provide general advice to customers which meets the quality standard required, liaising with Planning or Building Control officers if required, and promoting the Council’s website
· Maintain regular contact and work with Customer Services team including Front of House staff
· Providing customer service that accords with the commercial approach to Building Control
· Ensure all customer interactions are managed and resolved in an efficient and timely manner, regarding, resolution and fulfilment
	Communication and Technology
· Utilise all relevant council ICT systems including Northgate M3, Information at Work, Paris, Task,  ensuring databases including the Council’s planning policy monitoring database, and information systems are updated accurately and appropriately ; maintain records, files and statistical information
· Utilise information on the Council’s website to signpost and advise customers
· Download from planning portal and LABC portal and print, scan, redact and index documents as required
· Process and authorise transactions using appropriate computer based information systems 
· Identify any problems with the information systems and report to Technical Administration Manager
· Maintain strict confidentiality at all times and adhere to Data Protection legislation and service guidelines on the use of data
	Contributing As Part of A Team
· Carry out administrative support duties that may be reasonably required within the Planning Business Centre including Planning Policy projects
· On a day to day basis, work with Planning and Building Control officers to provide an effective and efficient service
· Contribute to the delivery of the Planning Business Centre Key Performance Indicators. 
· Proactively support colleagues, sharing knowledge and experiences and provide and mentoring to new Advisers to enable them to deliver an improved service to customers
· Identify and disseminate good, consistent practice across the team, and recommend improvements that will improve service standards or the efficiency of the team
· Engage and support the introduction of new processes and services into the Planning Business Centre

General

The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties may change from time to time to meet the requirements of the service.









	PERSON SPECIFICATION
	

	Post Name:
	Technical Administrator - Planning & Building Control
	Post Number:
	

	Completed By:
	Julie Kitchenside
	Date:
	November 2018



	Essential
	How Assessed?
	Desirable
	How Assessed?

	
	A
	INT
	
	A
	INT

	Education & Training
	
	
	
	
	

	
	
	
	
	
	

	Good standard of numeracy and literacy
	
	
	GCSE or equivalent in English and Maths (at Grade C/4 or above)
	
	

	
	
	
	
	
	

	Experience & Knowledge
	
	
	
	
	

	
	
	
	
	
	

	Experience in a multi-channel customer services operation
	
	
	An understanding of Data Protection principles
	
	

	
	
	
	
	
	

	Experience in a role using ICT to input or retrieve information
	
	
	An understanding of customer services operations
	
	

	
	
	
	
	
	

	Experience of administrative and office procedures
	
	
	Understanding of the planning process
	
	

	
	
	
	
	
	

	If no experience/knowledge of Planning and Building control – demonstrates enthusiasm to learn and required aptitudes
	
	
	Understanding of the pre-application process and fees
	
	

	
	
	
	
	
	

	An understanding of what the customer expects from the service
	
	
	Understanding of the planning decisions process
	
	

	
	
	
	
	
	

	
	
	
	Knowledge and understanding of what customers can do without planning permission and the different types of planning permissions required
	
	

	
	
	
	
	
	

	
	
	
	Knowledge and understanding of planning legislation and how this can be applied locally
	
	

	
	
	
	
	
	

	
	
	
	Knowledge and understanding of planning enforcement
	
	

	
	
	
	
	
	

	
	
	
	Knowledge and understanding of building control legislation
	
	

	
	
	
	
	
	

	
	
	
	Knowledge and understanding of the differences between Building Control and Planning
	
	

	
	
	
	
	
	

	
	
	
	Knowledge and understanding of Building control commerciality
	
	

	
	
	
	
	
	



	Essential
	How Assessed?
	Desirable
	How Assessed?

	
	A
	INT
	
	A
	INT

	Experience & Knowledge
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Knowledge and understanding of the Building control process
	
	

	
	
	
	
	
	

	
	
	
	Understanding of  various IT systems used in Planning process
	
	

	
	
	
	
	
	

	Personal Qualities/Personality
	
	
	
	
	

	
	
	
	
	
	

	Business-focussed – able to balance customer requirements with needs of organisation
	
	
	
	
	

	
	
	
	
	
	

	Collaborative with partners, managers and other staff/teams
	
	
	
	
	

	
	
	
	
	
	

	Ability to remain calm under pressure
	
	
	
	
	

	
	
	
	
	
	

	Ability to elicit information in a tactful and diplomatic manner
	
	
	
	
	

	
	
	
	
	
	

	Adaptable – able and willing to adapt to new situations and make appropriate changes. Demonstrates a positive and constructive approach to the changing needs of the service
	
	
	
	
	

	
	
	
	
	
	

	Sympathetic/caring attitude to customers
	
	
	
	
	

	
	
	
	
	
	

	Customer-focussed – friendly, patient and polite with customers; able and willing to provide the best service to meet their needs/wants
	
	
	
	
	

	
	
	
	
	
	

	Interpretational – investigates and analyses issues to resolve them
	
	
	
	
	

	
	
	
	
	
	

	Decisive – able and willing to make sound judgements in difficult situations without senior direction
	
	
	
	
	

	
	
	
	
	
	

	Pragmatic
	
	
	
	
	

	
	
	
	
	
	

	Assertive – able and willing to maintain a position or argument without demonstrating aggression or submission
	
	
	
	
	

	
	
	
	
	
	

	Industrious – hardworking, diligent, works with energy and vigour
	
	
	
	
	

	
	
	
	
	
	

	Productive – produces outcomes within timescales
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Essential
	How Assessed?
	Desirable
	How Assessed?

	
	A
	INT
	
	A
	INT

	Skills
	
	
	
	
	

	
	
	
	
	
	

	Able to ingest, retain and apply complex information to practical situations(e.g. able to learn legal statutes, laws and precedents and accurately quote them to inform and instruct customers’ and officers’ actions)
	
	
	Ability to read and understand technical drawings and plans
	
	

	
	
	
	
	
	

	Methodical approach
	
	
	
	
	

	
	
	
	
	
	

	Numerate – able to understand, manipulate and use numbers and mathematical technology(e.g. calculator, computer) to resolve enquiries to level required
	
	
	
	
	

	
	
	
	
	
	

	Spatially adept – able to interpret plans in order to understand what the customer intends to create in the built environment
	
	
	
	
	

	
	
	
	
	
	

	Analytical – able and willing to break down the problem into parts in order to resolve it
	
	
	
	
	

	
	
	
	
	
	

	Versatile – able and willing to work across a range of tasks and duties
	
	
	
	
	

	
	
	
	
	
	

	Precise – able and willing to complete tasks accurately, correctly and exactly
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