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Job Description: Post Title


Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	JOB DESCRIPTION

	Job title:
	Planning Technician


	Service:
	   Business Support


	Team:
	Planning Development


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Business Support Team Leader


	
	

	OUR ORGANISATIONAL VALUES 

	Collaboration
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Description automatically generated with medium confidence]


	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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Description automatically generated with medium confidence]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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Description automatically generated with medium confidence]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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Description automatically generated with medium confidence]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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Description automatically generated with medium confidence]
	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.






	
Principal purpose of the role

	· To provide administrative and technical support to the Business Support Team 
and wider Planning Development service with particular focus on planning appeals and discharge of conditions.
· To assist in the provision of an efficient, effective and professional Planning 
Development service.


	Main duties and accountabilities

	· Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.
· Undertake tasks to support the overall goals of the Planning Development 
service. These may include areas such as reviewing an internal process or 
providing specific additional support to other areas of Planning Development.
· Administration of appeals to ensure the smooth running of this process. This will 
include Liaison with the Planning Inspectorate, preparation of documents for 
submission, notifying relevant stakeholders, calendar management, booking 
appropriate rooms and facilities, file management for internal and public records.
· Timely and accurate handling of all types of application through receipt, 
validation, registration, consultation and notification together with related work 
and production of associated documents.
· Communication with colleagues to distribute work and ensure critical tasks 
are covered.
· Processing of amended or additional documents, associated superseding and 
renotification.
· Deal with varied enquiries via telephone, email or in person from the public, 
colleagues or councillors regarding all types of application and the associated 
procedures.
· Maintenance of databases, records and personal data supplied in line with data 
protection legislation.
· Review the content and accurately record responses from stakeholders for all 
types of application ensuring they are appropriate to publish and any sensitive 
data is redacted.
· Final review and updating of planning records to ensure the relevant documents 
are recorded with clear and appropriate titles for ease of future reference.
· Interrogate systems to research history or provide statistics as required.
· Update website pages ensuring the Council’s website content is current and 
accurate and meets the Council’s accessibility criteria and digital first service 
approach. 
· Administer with minimal supervision the procurement process for seeking consultants and specialist advice in accordance with internal procedures. Prepare and issue tender letters for consultants and track repayment of fees where necessary.
· Undertake other duties relevant to the Business Support Teams area of 
responsibilities as requested.
Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.

Health and Safety
· Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required


	

Dimensions of the role

	· Administration based role within Business Support Team
· Appeals - plan and prioritise approx. 10 appeals per week
· Applications approx. 50 new applications per week
· Neighbour letters approx. 250 per week
· Telephone calls approx. 10 per week
· Log new condition discharge applications approx. 12 per week
· Log new non material amendment applications approx. 5 per week


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	The nature of the work means there can be no close supervision so you must be able to work accurately and be self-motivated.
It will be essential to plan and prioritise appeal workload to ensure in-house and external timescales are always met and work is done to a high level of accuracy.
You will need decision making and problem solving skills when assessing and evaluating applications and be confident to liaise directly with applicants to achieve the required standard of submissions. You will need to use Government legislation in forming these judgements (training will be given).
The ability to judge where to work on your own initiative and where decisions must be referred upwards will be important for this role.
There is a requirement to maintain high standards of detail and accuracy. 
You will need tact, diplomacy and discretion when dealing with sensitive issues.
There is a requirement to readily adopt changes in working practices thus demonstrating adaptability and flexibility.


	Planning/Organising/Controlling

	· Managing appeals and actioning processes accurately and within specified timescales. 
· Assessing, redacting, recording and actioning where necessary incoming communications.
· Set up new applications, determine and carry out correct consultations.
· Final review and updating of planning records to ensure the relevant documents are recorded with clear and appropriate titles for ease of future reference.
· Prioritising team and personal workload with colleagues.


	Customers and Contacts

	Internal
· Colleagues from all services.
External
· Members of the public, applicants, agents, architects, The Planning Inspectorate, specialist bodies, statutory consultees, MP’s, Parish/ Town and Borough Councillors, local newspapers, key stakeholders and partners.


	Service/Team Structure

	
Joint Assistant Director of  Planning Development
Senior Development Lead
Business Support Team Leader
Planning Technicians
System Project Officer














PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	GCSE (or equivalent) level education and / or relevant experience. 
	A/I
	Relevant experience in a Local Government setting.  
	A

	
	Ability to use plain English, correct grammar, spelling and punctuation. 
	A/I
	
	

	
	Competent in the use of IT (including word processing, spreadsheets, email, calendar and, internet)
	A/I
	
	

	Knowledge /Technical Skills

	Competent in the use of IT (including word processing, spreadsheets, email, calendar and internet
	A/I
	Experience using word processing, spreadsheets, email, calendar, internet and mapping software in a work environment 
	A/I

	
	Ability to understand and read statistical information, maps and plans 
	A/I
	Knowledge of the planning process 
	A/I

	
	Good analytical and data collection skills with excellent attention to detail and accuracy 
	A/I
	Awareness of Safeguarding
	A/I

	Communication

	Excellent communication skills (verbal and written) and the ability to give clear, consistent advice
	A/I
	
	

	
	Ability to explain complex information, to a variety of audiences, in a way that can be easily understood
	A/I
	
	

	
	Able to handle conflict positively. 
	A/I
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	
	Accurate spoken English is essential for the post
	I
	
	

	
	Ability to display a calm professional approach to customers, including difficult situations where there is conflict.
	A/I
	
	

	
	Committed to customer care and the provision of a quality service

	A/I
	
	

	Team Working


	Able to work in a busy team environment and communicate well at all levels
	A/I
	
	

	
	Effective team player with a proven ability to develop positive relationships with colleagues, managers and other services and organisations 
	A/I
	
	

	
	Adaptable, flexible and able to take instruction
	A/I
	
	

	Managing self and others

	Able to organise, plan and prioritise own workload to meet deadlines within specified limits
	A/I
	
	

	
	Accuracy and attention to detail
	
	
	

	
	Ability to work under pressure and with the minimum of supervision. 
	A/I
	
	

	Can do approach / Achieving results

	Positive, flexible and willing approach in undertaking a diverse range of duties
	A/I
	
	

	
	Able to work on own initiative
	A/I
	
	

	
	Ability to work to changing targets 
	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	
	

	
	
	
	
	

	
	
	
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assesed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment


	
For Official Use only

	Job title:
	
	Post no:
	

	Service:
	
	JE score:
	

	Team:
	
	Pay band:
	

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	Add level
	

	
	Customer Service:
	
	

	
	Team Working:
	
	

	
	Managing Self and Others:
	Add level
	

	
	Can do approach/Results:
	
	


	Reviewed By:
	
	Date:
	

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
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