[image: ]
[image: A logo with text and a person in the middle

AI-generated content may be incorrect.]



JOB DESCRIPTION FORM

	JOB TITLE:
	Planning Enforcement Officer (Monitoring) 


	DATE COMPILED / AMENDED:
	May 2025

	DEPARTMENT:
	Place 

	COMPILED BY:
	AJ

	Job No:
	PCO (M)



JOB OUTLINE

Purpose:  
To provide a comprehensive and professional planning enforcement service and to ensure compliance with Town Planning and related legislation

Duties:

1. Support the Principal Planning Enforcement Officer to undertake a systematic inspection of developments within the Borough to identify contraventions of planning legislation and regulations, and to ensure compliance with planning conditions and legal agreements where appropriate.

2. Investigate alleged breaches of planning legislation and regulations to assist with workload within the service.

3. Actively maintain detailed records of temporary planning permissions and pursue new permissions where necessary. 

4. Write reports and prepare statements on investigations and other matters.

5. Be proficient in using Microsoft Office IT Packages (Microsoft Word, Outlook, Excel, PowerPoint) 

6. Support with administrative duties undertaken to serve Enforcement Notices.

7. Undertake administrative duties to prepare and serve Section 16 and Planning Contravention Notices.  

8. Undertake site visits on a regular basis. Visits may be required outside normal working hours (inc. Bank Holidays and out of standard working week).

9. Liaise with complainants, developers and with those alleged to be in breach and resolve matters where possible without recourse to formal enforcement action. 

10. Deal with business and/or public enquiries by telephone, in person, by e-mail and letter promptly and professionally.

11. Liaise with Planning Officers on enforcement issues as necessary.

12. Ensure that duties are performed in accordance with Directorate and Service performance indicators. 

13. Ensure that duties are performed in accordance with the Council’s policy on customer care.

13.	Maintain accurate and appropriate registers and records in paper and computer form.

14.	Appear at Court, inquiries and appeals as a witness on behalf of the Authority.

15.	Prepare responses to enquiries made under the Freedom of Information Act and Subject Access Requests, as appropriate. 

16.	Provide general assistance and support to the Development Management Service and across other Council services;

17.	Keep the Development Management Service Manager informed of any problems or sensitive issues which may arise;
 
18. Be aware of Council objectives and their impact on departmental and service objectives and priorities. The post holder is responsible for keeping up to date and informed on all legislation, policies and guidance relevant to the purpose and duties of the post;

19.	Undertake other duties contributing to the purpose and objectives and the post appropriate to the grade.

RESPONSIBILITY AND AUTHORITY
	Staff
	None


	Financial
	None


	Professional
	Act as the Authority’s representative when undertaking duties unaccompanied. Responsible for accuracy of own work.


	Equipment
	Responsible for proper handling of all equipment.




RELATIONSHIPS
	Contacts:
	


	a)
	Own Department
	Close liaison with Development Management and Planning Admin.


	b)
	Elsewhere within the
Council

	Legal Services, Member Services, Environmental Health, Housing, Licensing, Land Charges, Property Services

	c)
	Outside the Council
	Enforcement officers in neighbouring authorities. Local Police force, Environment Agency, local organisations, individual members of the public and their representatives and organisations. Planning agents, Hertfordshire Building Control and lawyers.  




PHYSICAL CONDITIONS
	Location:
	Borough Offices, Churchgate, Cheshunt


	Exertion:
	Walking, possible use of ladders


	Accident/Health Risks:
	Lone working. Possibility of conflict with alleged offenders




ECONOMIC
	Grade:
	I 37


	Hours:
	37 hours per week within a scheme of flexible working hours


	Overtime:
	Infrequent in accordance with scheme




EMPLOYMENT CHECKS REQUIRED FOR THIS POST 
The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996. These checks require you to provide proof of your right to work in the U.K. If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency). If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof, please email HR@broxbourne.gov.uk for advice prior to your interview.

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.

EMPLOYMENT OF EX-OFFENDERS
The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s). The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

EQUAL OPPORTUNITIES 
All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

SAFEGUARDING CHILDREN AND VULNERABLE ADULTS
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties. All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations.
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