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Job Description

Job Title:		Head of Planning  		

Pay Grade:		W9	
Directorate:		Place

Team:			Planning	

Reporting to:	Strategic Director - Place	

Budgetary Responsibilities:
· Staff – Approx. £1.7 million

Job Purpose:

· To provide effective leadership and management as Head of Service.  
· Operate as the lead adviser on planning matters to the Council and fulfil the statutory role and responsibilities of the authority. Ensuring the Authority fulfils its lawful obligations, statutory duties and performs its functions and activities appropriately, in relation to all matters relating to the planning function.  
· To promote and embed strong and inspirational leadership by demonstrating the Council’s values.  
· To champion equality in service delivery. 

Main Tasks:

1. To play a key role as part of the Extended Leadership Team to enable it to be effective and achieve its goals. 

2. To actively support and ensure compliance with the Safeguarding Policy, Health & Safety Policy, Equal Opportunities Policy and Data Protection Policy.  

3. To promote effective alliances with a wide range of partners and stakeholders in the public, private and voluntary sectors. 

4. To develop, promote and communicate the corporate vision and key developments to partners and stakeholders. 
5. Work cross council to support the timely delivery of infrastructure. 

6. As a senior leader, contribute to the creation and maintenance of an open and supportive culture, encouraging inclusivity, innovation and high performance in staff. 

7. Provide strategic and effective leadership in conjunction with other Head of Services on the delivery of the Local Authority’s strategic direction and objectives within the service and across the wider Authority.  

8. Be the professional expert and act as lead adviser on strategic matters relating to all Planning functions:  

· Planning Policy (including the development of a new Woking Local Plan  
· Development Management 
· Building Control 
· Planning Enforcement 
· Conservation and Listed Buildings 

9. As the Council’s Lead Officer ensure the provision of impartial planning advice, guidance and expertise to Chief Officers, Directors and Elected Members on highly complex and contentious planning issues.
 
10. Ensure the highest quality advice is provided to the Planning Committee and support the defence of planning decisions made by the Council through the appeal process. 

11. Directing strategy, policy, work priorities, budget and staff resources, provide an appropriate range of modern services which meet the needs of the services users, including development of business plans.  

12. Ensure services managed within the role are effectively organised, and cost efficient, with effective reviews to meet evolving needs.  

13. Promote a culture of continuous improvement and team working within the service and with other services, encouraging officers to develop their skills and fulfil potential. 

14. Lead the development of annual service planning and longer term strategic planning for the service, identifying and managing key service and corporate risks. 

15. Create and develop effective partnerships with internal services and external stakeholders, effectively engaging statutory partners. 

16. Management of resources for the accountable areas, including the preparation and monitoring of budgets. 
17. To undertake such duties and responsibilities as may be reasonably specified by the Strategic Director - Place and Chief Executive under the scheme of delegation and within the legislative framework and regulations associated with services. 

18. Develop and maintain strategic and operational relationships with the Corporate Leadership Team and other key staff.  

19. Develop and maintain excellent relationships with Elected Members.  

20. Develop and maintain strategic and operational relationships with external partners and stakeholders  

People Management: 

· To provide supportive management to coach, develop and motivate employees and empower them to deliver high quality services and contribute to the achievement of Council priorities. 
· To embed a performance culture in the workforce through open challenge and accountability. 
· To deploy employees effectively and ensure they are performing to agreed standards. 
· To undertake business continuity planning and emergency planning for the service. 
· To provide clear leadership. 

Service Management: 

· To review and develop the services for which the post holder is responsible and manage change, to achieve continuous improvement; to maintain agreed performance targets and to meet the requirements of value for money, relevant performance management and legislative and inspection regimes. 
· To ensure the service meets the Council’s customer care standards. 
· To actively promote the service in order to raise the profile of the Council and demonstrate its value to residents and customers. 
 
Financial Responsibility: 

· To proactively manage budgets under the post holder’s control within agreed financial limits to provide value for money in delivering services and maximise the achievement of Council policy. 
· To adhere to the Council’s Constitution and Scheme of Administration. 
· To adhere to Financial Regulations and Contract Procurement Rules. 
· To be responsible for the over-arching budget for the Place Directorate ensuring appropriate and sustainable expenditure. 
· To operate commercially, delivering income from assets, reducing costs and securing savings through efficient working to secure value for money and support service delivery. 

Other Responsibilities:

· To attend meetings of the Council or Committees as required. 
· To ensure that all dealings with employees and the public are conducted within the Council’s Equal Opportunities framework. 
· To comply with all relevant legislation and the Council’s Constitution to ensure effectiveness in the role. 
· To ensure that the Council’s customer care standards are maintained when dealing with members of the public, partners and internal customers. 
· To be responsible for the implementation of safe systems of work and the application of established health and safety procedures. Conducting regular risk assessments the post holder will exercise such supervision and communicate such information as is necessary to ensure the health and safety of themselves, their employees, visitors and the general public. 
· To have regard for the duty of care of information (with particular reference to the GDPR and Freedom of Information Act) gained during the course of employment that relates to other employees, the public, contractors, Elected Members etc. 
· To create and maintain authentic, timely and reliable records in relation to duties. To take due care and attention when gathering, recording and manipulating data and to have regard to guidance issued by the Council in connection with data management. 
· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.



Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Educated to degree level (or equivalent). 
· Member of the Royal Town Planning Institute. 
· Management qualification or previous experience in a senior management role.
	E
E
E
	A
A
A


	Experience
	· An understanding of local government, the national political context within which it operates and the current challenges and opportunities 
· An extensive and thorough up to date knowledge of current legislation and best practice in relation to the service area specifically and local government generally. 
· Successful senior management experience in a local authority or other relevant organisation. 
· Experience of working in a leadership role in a diverse and complex organisation
· Experience of development and delivering performance management, and budget management processes at a senior level 
· Demonstrable experience of successful management of multi-disciplinary teams and services 
· Previous experience of developing and embedding best practice, innovation and continuous improvement in the delivery of legal services
· Established experience of working in partnership with a collaborative approach with internal and external partners 
· Clear understanding of major issues facing local government and their potential implications. 
· Ability to lead with a very clear sense of direction and purpose. 
· Political acumen and skills to develop productive working relationships with Council Members that commands respect, trust and confidence. 
· Strong commitment to public service and local democracy. 
· Ability to deliver effective results in complex service & policy areas and develop community leadership. 
	E


E



E


E

E


E


E



E


E

E

E


E

E

	A/I


A/I



A/I


A/I

A/I


A/I


A/I



A/I


A/I

A/I/P

A/I/P


A/I/P

A/I/P

	
	· Strong Management, integrity and an effective team builder. 
· Excellent interpersonal skills including winning commitment from others in a complex and high pressure environment. 
· Highly developed numeracy and analytical skills. 
· Excellent presentation skills and the ability to gain credibility and establish rapport with others at all levels, both internally and externally. 
· Critical reasoning skills with capacity for developing and implementing strategic solutions. 
· Excellent written and oral communication skills, including the ability to write and present complex technical reports for a lay audience. 
· Strong project management skills and ability to influence change. 
· Desire to deliver improved outcomes 
· Team Working
· Team Player capable of motivating and creating a high performing team. 
· Flexible, participative and collaborative working. 
· Resilient and calm under pressure. 
· Individual who can gain respect and work positively with all tiers of management, partners etc.
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	Special Requirements
	· Prepared to be available to assist in civil emergencies and to lead a team of staff responsible for assisting residents. 
· Willingness and ability to travel across the borough and wider where necessary. 
· Willingness to undertake continuous professional development. 
· Attendance at evening meetings. 
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Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	No
	If yes, what level?
	N/A

	Is this a Politically Restricted Post?
	Yes
	Does this role have emergency responsibilities?
	No	 




Role Map – Head of Planning

	Behaviour
	Level Required (1-4)

	Shaping our Future
	4

	Leading our People
	4

	Delivering for our Customers
	4

	Making Change Happen
	4

	Team and Partnership Working
	4

	Communicating Openly
	4

	Performance Management
	4



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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