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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 Enforcement Technician 


	Service:
	 Planning


	Team:
	 Planning Enforcement


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


	Reporting to:
	 Planning Enforcement Team Leader


	Responsible for:
	 N/A


	Our Organisational Values 

	Openness
	In Waverley we value openness and honesty where communication is clear and constructive and actions are transparent.

	Excellence
	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.

	Fairness
	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available. 


	Team Work
	In Waverley we value team work and collaboration, with approachable staff actively contributing to our shared corporate goals.


	
Taking Ownership
	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome.


	
Principal purpose of the role

	· To assist in the efficient and effective operation of the Development Control Section by providing administrative and technical support to the Enforcement Officers, particularly in respect of enforcement and compliance issues.

· The job is critical in managing an important work area for the authority, which is key to the Council in delivering its vision by remedying harm to the environment. 

· To assist in the provision of an efficient, effective and professional Planning Service
            

	Main duties and accountabilities

	

· Timely and accurate management of the planning enforcement in box, undertaking inquiries relating to alleged breaches of planning control together with associated work and production of relevant documents.
 
· Respond to telephone calls, particularly in respect of routine enforcement issues. Explanation to the public, colleagues and Councillors of enforcement procedures and administration. 

· Giving explanation to the public, colleagues and Councillors of planning enforcement procedures and requests for information regarding all matters in planning enforcement. 

· Administer, record, acknowledge, triage and allocate new planning enforcement cases on the instruction of the Enforcement Team Leader and Senior Planning Enforcement Officer. Ensure all relevant documentation is recorded accurately.

· Advise internal teams as necessary regarding new demolition notices, address requests and licenses and potentially conflicting planning consent

· On instruction from planning enforcement team members, draft letters or other correspondence, particularly in connection with enforcement issues.

· Timely and accurate handling, receipt, notification, together with related work and production of associated documents for planning enforcement appeals. 

· Ensure payments for appeals and high hedge complaints are received and allocated to correct cost codes

· Act as liaison with Planning Inspectorate regarding appeals. 

· Maintenance of planning enforcement database, records and personal data in line with Data protection legislation, Planning legislation and guidance. 

· Update and maintain with accuracy all relevant computer records relating to planning enforcement and planning enforcement casework. Being proficient in the use of digital mapping systems. Communicating via email, internet and other communications systems where appropriate. Use of historic records for research projects. 

· Prepare and present statistical reports from planning enforcement databases when required. 

· Lead on the maintenance of the planning enforcement website pages, ensuring information, online forms and records are up to date and accessible. Represent the team on the internal website editorial group.
· Provide support for other teams tasks and Customer Service Team when appropriate.

· Provide administrative support in the preparation and issuing of notices, ensuring relevant records are publicly available within statutory timescales. 

· This is a hybrid role and there is an expectation that you will work in the office in person when required. 

· Provide cover and support for Administrative Assistants within the Development Management System when required. This may include the following administration and technical assistance: 
1. Discharging planning conditions.
2. Managing appeal processes.
3. Preparing general correspondence.
4. Developing and maintaining relevant IT systems.
5. Producing monitoring reports as required.
6. Working in co-operation with other Planning Technicians to ensure coverage.

· To carry out any duty reasonably required by the Head of Planning and Development Manager.

· 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

	· Managing the receipt of approximately 20 emails per day into the planning enforcement in box. 
· Assist in the preparation and service of approximately 2 notices per month.
· Administration of approximately 2 planning appeals per month. 
Updating computer records and databases as required.
Responding to around ten telephone calls a day.
Administer the opening of approximately 5 cases per week.



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

	· The nature of the work means that there can be no close supervision so you must be able to work using your own initiative, accurately and be self-motivated.
· You will have to use your judgement when assessing complaints and queries that are received by the team. You will need to use Government legislation in forming these judgements (detailed training will be given). 
· Achieving performance indicators is essential if the Service is to achieve its targets. 
· You will need tact and diplomacy when dealing with difficult callers in sensitive/emotive situations
· There is a requirement to readily adopt changes in work practices thus demonstrating adaptability and flexibility. 
· Whilst the postholder will be expected to work accurately, to prioritise appropriately, there are parameters/templates to help. Whilst some of the procedure are high risk, there are Service wide procedures in place to support the process. 

	Planning/Organising/Controlling

	a) Service
Planning
     Responsible for town planning, development control, policy preparation and building control throughout the borough

b) Section
Development Control
Responsible for giving town planning advice and processing planning enforcement inquiries, cases and appeals. 

	Customers and Contacts

	Internal
All service staff and other services of the Council and Members of the Council.
External
Members of the public, applicants and agents, consultees, MPs, Parish/Town Councils, Planning Inspectorate, County Council Officers, Environment Agency, Police, Social Services.


	Service/Team Structure

	




PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Database management and IT skills.
	A / I
	Relevant experience in a Local Government setting
Knowledge and general understanding of the planning system and procedures.

	A/I


A/I


	
	GCSE Grade C or 4 and above in English (or equivalent) 

	A / I




	
	

	Knowledge /Technical Skills

	Demonstrate competence in administration.
	A/I
	Knowledge of safeguarding.
	I

	
	Excellent attention to detail.
	A / I
	Experience of reading plans and drawings.
	A/I

	
	Ability to meet performance targets.
	A / I
	

	
	Ability to use own initiative
	A/I
	

	Communication














	Ability to deal with conflict positively.
	A / I
	
	

	
	Good and accurate verbal and written communication skills.
Accurate and clear spoken and written English is essential for the post.
	A / I


A/I
	Experience of working with the public
	A/I

	
	Ability to take accurate messages.
	I
	
	

	
	Ability to work quickly and accurately in a team environment.
	A / I
	
	

	Customer Service

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

	Team Working

	Ability to work as an individual and within a team structure.
	I
	
	

	Managing self and others

	Ability to multi-task and manage time effectively.
	A/I
	
	

	
	Ability to work calmly under pressure.
	I
	
	

	
	Able to deal with conflict positively.
	I
	
	

	Can do approach / Achieving results
	Flexible approach to work. 
Willing to take on new challenges
	I

I
	Determination and drive to see projects through to a successful conclusion.
	I

	
Special Requirements


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



How assessed
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:
	Planning Enforcement Technician
	Post no:
	CA67 JS MAT

	Service:
	Planning
	JE score:
	125

	Team:
	Planning Enforcement
	Pay band:
	9

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Part time three days per week. 


	Competencies:
(level 1 – 4)
	Communication:
	2
	

	
	Customer Service:
	2
	

	
	Team Working:
	2
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results
	2
	


	Reviewed By:
	
	Date:
	27/02/2026

	Checked in:
	Employee Services this…?
	Date:
	

	Last Updated:
	10/04/2026
	Date:
	




Enforcement Team Leader


Enforcement Technician


Senior Enforcement Officer


Enforcement Officer


Enforcement Officer


Enforcement Officer


5 | Page

image1.jpeg
OOOOOOOOOOOOOO




