JOB DESCRIPTION

1. DETAILS
	Business Unit: Development Management and Building Control
	Post Title: Career Grade Planner	 
	Team: Development Management
	Grade: 8 - MMA	 
	Work Base: Civic Centre, Addlestone
	Working Hours: 37 Hours per week (flexible working subject to negotiation)
	Prepared/Agreed by: A. Smith
	Date:	April 2023
2. ORGANISATIONAL RELATIONSHIPS
Reports to: Development Manager/Assistant Development Manager

3. JOB PURPOSE & OBJECTIVES
To be responsible to and assist the Development Manager for the development management aspects of the Authority’s planning function.

4. MAIN DUTIES OF THE POST
1. To process planning and other applications, including meeting applicants and developers, undertake site visits, and to examine, report and make recommendations on planning applications and other applications.

2. To provide pre-application advice to applicants in terms of requirements for planning permission and general acceptability of development proposals and in respect of planning policy advice. 

3. To process planning appeals and prepare written evidence in respect of appeals and other related matters. 

4. To provide support to the Local Plans team in respect of implementation of the new Local Plan and any emerging Supplementary Planning Documents. 

5. To work with planning enforcement officers and other members of the team to identify and resolve breaches of planning control.

6. Working with the Development Management and Building Control Administration Team to ensure procedures are carried out effectively 

7. Depending on experience and requirements of the team and the managers, assist the Development Manager in the day to day management of the team which may include allocating applications and monitoring caseloads, including supporting team members, and under delegated authority sign off officer reports, monitor receipt of appeals.

8. To provide councillors with necessary planning updates as appropriate.

9. To proactively support and work with other departments within the Council to achieve corporate priorities and objectives.  

10. With relevant experience, participation in selected Council Working Groups and representation of the team both within and outside the Council 

11. Attendance at evening public meetings, Committee meetings and public inquiries may be required.

12. To carry out duties and taking part in project work to develop and implement the aims, objectives and priorities of the Business Plan for the Development Management and Building Control Business Unit.

13. Any other duties and responsibilities that may be reasonably allocated from time to time as necessary.

Salary is dependent on qualification and/or experience and selection of candidate to a particular salary will take account of the following:

	Grade
	Experience/Qualifications Expected
	Example Tasks

	Planning Officer

	Any member of the team with an appropriate entry level qualification and/or experience. 

	· Producing recommendations on less complex applications for planning permission
· Responding to queries from Members
· Providing pre-application advice
· Presenting at committee
· Preparing appeal statements
· Taking part in team projects

	Senior Planning Officer

	Degree and post graduate qualification. 

The equivalent of at least three years of experience of Development Management accompanied with relevant continuous professional development. 

Evidence of handling applications of medium complexity.

	· Producing recommendations for more complex applications
· Presenting at planning committee
· Presenting evidence at planning inquiries/hearings
· Advising and supporting less experienced staff
· Analysing Government changes to development management and related procedures and policies


	Principal Planning Officer
	Degree and post graduate qualification. 

The equivalent of at least five years of experience of Development Management.

Considerable experience in complex planning applications. 

Evidence of Continuous professional development.

Experience in supervising or mentoring staff

Membership of Professional body e.g. RTPI highly desirable; 
	· Project leading major and complex projects
· Deputising for the Development Manager in relevant matters
· Mentoring or Line Management for more junior staff
· Giving lead evidence at planning Inquiries
· Presenting complex planning matters at Planning committee
· Analysing Government changes to development management and related procedures and policies, and making recommendations to managers



General
The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service. Any such changes will be incorporated in a revised Job Description and, where appropriate, result in a re-evaluation of the grade of the post.


RUNNYMEDE BOROUGH COUNCIL

PERSON SPECIFICATION FOR PLANNING OFFICER

	Essential
	How 
assessed
	Desirable
	How
assessed
	
	

	Education & Training
	A.F
	Int
	
	A.F
	Int

	
	
	
	
	
	

	Appropriate entry level qualification e.g. degree/diploma/NVQ 
	




	

	Qualification in Town and Country Planning/Masters in Town and Country Planning or equivalent 
	


	





	Experience & Knowledge
	
	
	
	
	

	
Experience of negotiating to bring about a positive outcome

Experience of working in a team 

Experience of presenting 

Experience of producing written reports to a high standard

	



   

   

   
	



  

  

  
	Experience of working with customers

Knowledge of planning legislation and guidance 

Can read and understand technical drawings/plans
	







	










	Personal Qualities/Personality

Self-motivated and an ability to find suitable solutions to problems whilst remaining calm
Excellent and confident communicator (both verbal and written) 

Able to work independently and take initiative and work as part of a team 

Has high standards of work and pays high attention to detail

Adapts positively to change 

	



   

   


  


  
  
  
 
	








  


  


  
	

Uses initiative to identify service/process improvements
	



	




	Skills
	A.F
	Int
	
	A.F
	Int

	
	
	
	
	
	

	Ability to listen and negotiate to resolve issues and handle difficult or contentious situations professionally

Ability to write concisely and effectively 

Ability to present information to express in a logical way to justify an informed view 
Manage time effectively and efficiently 

Ability to organise and prioritise own caseload to meet identified deadlines

Able to keep accurate and organised  records

Ability to explain procedures to others e.g. members of the public
	




















	


















	

	
	






	Career Objectives
	
	
	
	
	

	
	
	
	
	
	

	Keen interest in improving the quality of the environment 
	
	
	Enthusiasm for continued professional development 

	
	

	Desire to develop and progress a career in Planning and Local Government

	

	
	Desire to become a full member of the RTPI 
	
	


	Special Requirements
	
	
	
	
	

	
	
	
	
	
	

	Prepared to attend evening meetings.
	


	

	Access to a vehicle insured for business use
	
	

	Full Driving licence 
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