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	Job Title 
	CIL Assessment, Spend and Monitoring Officer

	Team
	Planning (Policy and Conservation)
	Grade
	7

	Reports to
	Planning Policy & Conservation Team Leader
	Date 
	May 2025



One Arun:
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Overall job purpose:
	The primary focus of this new post in the Planning Policy & Conservation Team will be to improve and manage the processes for bidding for, allocating and spending Community Infrastructure Levy (CIL) receipts on appropriate projects across the district and to monitor and report on the implementation of such schemes. 

The postholder will provide guidance to all key stakeholders and advice to potential bidders on how they can apply for CIL funding.  Further duties include supporting the monitoring of other financial contributions as well as leading on the preparation of the statutory Annual Infrastructure Funding Statement.  The postholder will work closely with the Senior CIL Officer and will provide cover for their duties when required.




Key areas of focus:
	1.
	To be responsible for the procedures of assessment, allocation and monitoring of CIL receipts in accordance with the council’s governance and spending processes. This will include a range of tasks to be carried out in accordance with the most up to date CIL legislation. 

	2.
	To use and maintain effective electronic systems for monitoring and accurate recording of data and standard procedures for releasing CIL and other funds for suitable infrastructure projects across the district.

	3.
	To provide relevant and required data to support the preparation of the annual Authority Monitoring Report and Infrastructure Funding Statement.

	4.
	Provide administrative and technical support for the CIL Member and Officer Liaison Group who recommend where and how Strategic CIL funds are spent.

	5.
	Verification and assessment of CIL bids and making recommendations to the CIL Member & Officer Working Group.  

	6.
	To provide advice on CIL and respond to internal and external enquiries, including from applicants, agents, officers and Members.  This may involve the attendance at internal and external meetings.

	7.
	To be actively involved in the engagement of the community in relation to CIL. 

	8.
	To manage the expenditure of CIL contributions by services within the council and external bodies in accordance with agreed priorities, including the preparation of reports to managers and elected members as appropriate.  

	9.
	Liaising with and advising town and parish councils and other partners of their monitoring duties and statutory requirements. 

	10.
	Where necessary, support the enforcement process in relation to non-compliance with payment of CIL, in accordance with the CIL Regulations.

	11.
	To contribute and assist in the spending processes associated with Planning Obligations (Section 106 Agreements).

	12.
	To comply with all of the Council’s Policies, i.e. Customer Care, Corporate Complaints, Equality and Diversity.

	13.
	To be responsible for his/her own self development on a continuous basis and for developing and maintaining up-to-date knowledge of CIL legislation, guidance and the wider planning system.

	14.
	Compliance with codes of conduct agreed for all Arun District Council employees.

	15.
	The postholder will work under the supervision of the Planning Policy and Conservation Team Leader and they will be required to undertake such other relevant duties which fall within the range and capabilities of this post. 











Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to access if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications

	Degree in relevant subject area; e.g. Planning 
	
	X

	Recognised town planning qualification
	
	X

	Royal Town Planning Membership
	
	X

	Experience

	A minimum of 2 years recent work experience in local government or private practice in planning policy or related specialist area.
	X
	

	Any specialist areas such as transport, housing, economic, environmental, sustainability policy analysis, neighbourhood planning
	
	X

	Knowledge

	General understanding of UK planning system
	X
	

	Understanding of Community Infrastructure Levy legislation and implementation of Infrastructure projects.
	X
	

	Behaviours

	Approachability - Maintains visibility by regularly talking and interacting with colleagues and other stakeholders.
	X
	

	Adaptability - Ability to remain flexible and resilient when encountering new or different circumstances, and identifying solutions.
	X
	

	Innovative - Uses initiative, contributes to and implements new progressive processes or 
projects that will improve service delivery.
	X
	

	Transparency – Open and honestly conveys information as they know it.
	X
	

	Supportive - Builds a supportive work 
environment by being available, actively listening 
and providing constructive advice or suggestions.
	X
	

	Competencies

	Communication (written / oral) - Able to communicate clearly, appropriately and respectfully at all levels. 
	X
	

	Working with Stakeholders - Displays Arun’s values and behaviours when interacting with internal and external stakeholders, developing a 
network of contacts.
	X
	

	Initiative - Is resourceful and able to work and make decisions with limited supervision.
	X
	

	Organisation Skills - Understands work of the 
wider team and feeds into supporting this alongside own work, making the best use of available resources.
	X
	

	Collaborative Working - can work in collaboration 
Internally / externally to achieve end results.
	X
	

	Problem Solving - Able to identify internal /
external issues, consider solutions and implement to support objectives.
	X
	

	Industry Knowledge - Actively seeks out best 
practice and CPD to understand current issues 
related to the department, sector and profession to make informed decisions.
	
	X

	Other

	
	Yes
	No

	Does this role require a Basic DBS check?
	
	X

	Will the post holder be required to take card payments via MOTO (If yes – needs basic DBS).
	
	X

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work? .
	X
	

	Does this role require a driver’s license and access to a vehicle?
	X
	

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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