Values and Behaviours
WOKING BOROUGH COUNCIL
JOB PROFILE
Job Description

Job Title:		Community Infrastructure Levy and Planning Benefits 
Officer	

Pay Grade:		W2 – W3
Directorate:	Place and Digital	
Team:	Planning	
Reporting to:	Planning Policy Manager

Responsible for:	N/A

Job Purpose:
To monitor progress on CIL and Section 106 legal agreements, from their negotiation through to their realisation. To take necessary action to ensure that agreed financial and non-financial planning benefits, including CIL and Section 106 are delivered, monitored and reported, and where necessary enforced. 
 
To record, monitor and report data on housing completions, including managing data for the Council’s Key Performance Indicators, and on self-build exemptions, and respond to solicitors’ enquiries relating to CIL and Section 106. To provide general assistance to the Planning Policy team, such as inputting site information for the purposes of the Strategic Housing Land Availability Assessment, consultation on Local Development Documents and responding to Freedom of Information Requests. 

Main Tasks:
1. To ensure that when schemes are granted planning permission and are CIL liable or subject to Section 106 legal agreements, the details of the CIL liability or Section 106 agreements are recorded into the Council’s monitoring databases and monitored thereafter. 
2. To take responsibility, by means of liaising with Building Control and the Development Management Teams on start and completion dates of development schemes, to identify when planning benefits become due. To administer the relevant paperwork and notices associated with CIL and other planning benefits. 
3. To ensure that when triggers are reached requiring financial contributions to be made or non-financial planning benefits to be delivered, the appropriate Development Management case officers and their managers are alerted and appropriate steps taken to ensure that monies and benefits are received in a timely and appropriate manner.  This will include making direct contact with developers and occasional attendance at meetings. 
4. To ensure that when monies are received, these are acknowledged and recorded, and relevant senior managers, project managers and other appropriate agencies are advised. 
5. With assistance from Finance Officers, to calculate the interest on index-linked payments and ensure that this is paid in addition to the agreed financial contribution. 
6. To ensure that when monies are received in connection with planning permissions they reflect what has been agreed. 
7. To clarify uncertainties about CIL liable development and self-build exemptions where appropriate. 
8. To produce a regular, comprehensive monitoring report detailing the receipt of CIL and other planning benefits, both financial and non-financial. For Woking Borough Council monies, this will record to what purpose they have been put, clearly showing amounts spent and unspent balances.  The report will also provide an update on the spending programmes of other relevant agencies, as required. 
9. To respond to requests for information from Management Team, senior managers and members on the status of individual planning agreements including CIL liabilities. 
10. To monitor the release of funding such as Strategic Access Management and Monitoring (SAMM) monies to partner organisations such as Hampshire County Council and Surrey County Council and to provide progress reports on project implementation where necessary. 
11. To develop and maintain the planning benefits monitoring and CIL databases, including updating the database to include any amendments or variations of planning agreements.  
12. To use Plan Monitoring in Uniform to record data on housing completions and to run queries to respond to requests for information, including providing monthly data for the purposes of the Council’s Key Performance Indicators. 
13. To monitor self-build exemptions twice a year and request the information required to meet the CIL Regulations, and to update the Land Registry 
14. o work with senior officers to explore improvements to existing monitoring systems and processes where they relate to CIL, Section 106, housing completions and self-build exemptions. 
15. To attend meetings, including with other Boroughs, to develop and share knowledge and understanding of CIL and other areas of work. 
16. To assist senior officers with administration and reporting of CIL applications for funding from local areas (Wards and Neighbourhood Areas), where required. 
17. Respond to solicitors’ enquiries relating to planning obligations.  
18. Organise land registry searches in liaison with Legal services. 
19. To provide general assistance such as helping with consultation on Local Development Documents, inputting site information for the purposes of the Strategic Land Availability Assessment and the Brownfield Register, uploading consultation responses onto DMS IDOX, redaction of personal data and assisting with the team’s website, and responding to Freedom of Information Requests.  
20.  To report regularly to the Planning Policy Manager. 
 
People Management: N/A
Service Management: N/A
Financial Responsibility: N/A

Other Responsibilities:
· 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
 
	 Criteria
	 Standard
	E/D
	Measure

	Education & training
	· A good level of education, ideally to A-level standard or equivalent 
· Accountancy/business management/property qualification
· Knowledge of land valuation/business analysis
	E

D

D
	A

A

A

	Experience
	· Analysing/processing/monitoring and reporting data and information 
· Working in a Local Authority 
· Working in a business environment 
· Experience in dealing with people 
· IT proficient, especially Uniform and excel, DMS
· Good presentation and report writing skills 
· Good administrative and organisational skills 
· Knowledge of UK planning system, especially planning benefits 
· Accountancy/bookkeeping skills
	E

D
D
D
E

E
E

D

D
	A/I

A/I
A/I
A/I
A/I

A/I
A/I

A/I

A/I

	Special Requirements
	· Driving licence 
	D
	A



Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation T= Test


Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?

	No

	Disclosure and Barring Service check required and level

	No


	Is this a Politically Restricted Post?

	No

	Does this role have emergency responsibilities?

	No
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	LINKED GRADE DESCRIPTOR

	Job Title
	Team + Pay Grade
	Duties/ responsibilities with reference to values and behaviours
	Probable Qualifications
	Indicative Experience

	Community Infrastructure Levy and Planning Benefits Officer 

	W2
	Able to perform the main duties of the post as set out in the Job Profile with minimal supervision.

Capable of supporting other projects and services to assist colleagues within the wider team.
	Education to A-level standard or equivalent 
	Indicative experience in the role at WBC of 0-3 years.

Able to use relevant computer applications, such as Outlook, Excel and Idox Uniform.

Able to demonstrate all necessary skills to be able to fulfil
the role as outlined in the job description.

	Community Infrastructure Levy and Planning Benefits Officer 
	W3
	Able to perform the main duties of the post as set out in the Job Profile with minimal supervision.

A level of knowledge and experience of the service, and completion of tasks required within the job description to enable supporting of colleagues and projects within the wider team.
	Education to A-level standard or equivalent, plus further achievements in other structured supportive learning and development, such as accountancy, business management, property, land valuation and / or business analysis, for example.

	Indicative experience in the role at WBC of 3 years plus.

Be proficient in the use of computer applications as above, plus DMS, reports, the Planning Portal and finance systems.

Evidence of experience in being able to demonstrate all necessary skills to be able to fulfil the role as outlined in the job description, plus a developed network of internal and external colleagues and contribution to improved ways of working, for example suggesting efficiencies in policies, procedures or processes.
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	Teamwork
Working together across teams, partner organisations and communities to achieve shared goals.
	Honesty
Acting honestly and openly in all communications and decisions.
	Respect
Valuing diversity, treating everyone with dignity, and ensuring fairness.
	Innovation
Encouraging new ideas, continuous improvement, and embracing change with strength, flexibility, and a recognition that being better doesn’t have to cost money.
	Value-Led
Public Service is at our core; putting the needs of residents at the heart of decisions, focusing on meaningful outcomes and striving for excellence.
	Empowerment
Supporting staff to take initiative and influence their work, maintaining high standards of conduct, competence, and ethics.

	Listen to each other, share knowledge and expertise to achieve our goals. 

Take responsibility and work proactively. 

Work collaboratively, building productive relationships, finding common ground and helping each other to achieve shared outcomes. 

Be united across teams, as a single organisation, without silos, to meet our residents’ needs.


	Be transparent in our decision-making, proactively sharing explanations and building trust between the Council and residents/customers. 

Communicate openly, showing respect and understanding. 

Exchange reflections and constructive suggestions to improve the way we work, without blame or judgement. 

Be authentic and our actions match our words: we say what we mean, and we do what we say we will do.
	Value new and different ideas and listen actively to all points of view, even if we disagree. 

Treat everyone (residents, customers, partners and staff) fairly and create an inclusive environment where everyone feels respected and are accountable. 

Embrace diversity, appreciating its benefits and getting the most out of its opportunities, so everyone feels valued and included. 

Take time to recognise, acknowledge and appreciate each other and celebrate successes, so we know our voices are heard and our actions are valued.
	Challenge the status quo, embracing change and adapting to meet future demands. 

Continuously learn and develop, using data and experience, and listening to residents and customers, to recognise what’s working well and what we can do differently.

Maximise opportunities to improve; building on our existing skills, processes, infrastructure, technology and tools to be the best we can be. 

Encourage and welcome new ideas, discovering new ways of doing things, finding creative solutions to problems and turning uncertainty into opportunities.
	Always keep our residents and customers in mind and are committed to delivering the best we can, while spending public money wisely.

Hold ourselves to high standards, acting as a role model. 

Live by our values and are focused on outcomes.

Prioritise wellbeing, leading with compassion and empathy.
	Serve our residents and customers proactively and decisively, confident in our authority, autonomy and areas of expertise, and making courageous decisions. 

Support residents and customers to be as independent as possible, promoting self-service for those who want it, so we can provide greater support to those who need it.

Trust each other, and challenge unprofessional behaviour.

Actively create the environment and opportunities for learning and skills development, and each of us takes responsibility for making the most of them.




image1.png
WOKING

BOROUGH COUNCIL





