JOB DESCRIPTION FORM
	JOB TITLE:
	Technical Assistant (Planning)


	DATE COMPILED/ UPDATED:
	November 2019


	GROUP:
	Corporate Services



	COMPILED BY:
	Diane Parsley


	Job No:
	1G058



JOB OUTLINE

Purpose
Provide general technical and administration support associated with the work of the Planning and Development Service to a standard as agreed by service objectives.  Also provide an effective and efficient service to customers and other stakeholders of the Planning and Development service.
Duties
· Validate planning applications and correspondence to a standard as set by departmental objectives, statutory requirements and local and national performance indicators.  Using Planning knowledge and initiative and with reference to relevant guidance and legislation check documents/plans received for each application.  Calculate the correct fee; identify property information, research policy constraints including conservation areas, listed buildings, flood risk, TPO’s and green belt.  Complete consultation sheet, identifying external and internal consultees, neighbour notifications and the need for site/press notices (as set out in the Development Management Procedure Order.
· Act as case officer on non complex applications for lawful development certificates including making site visits, making assessments and the writing up of reports for such application (after an initial mentoring period) 
· Provide support to officers on technical issues relating to planning applications 

· Provide general administrative support to the Planning and Development service.  This will include answering the telephone; providing clerical support to Officers e.g. word processing, filing, photocopying, diary management, arranging meetings etc.

· Act as the first point of contact for customers and other interested parties. Deal with less complex planning enquiries and refer visitors to the appropriate staff for other issues.  Where necessary pass on complex/technical questions to the appropriate professional officer with information to enable them to deal with the matter.  This may include enquiries under the Freedom of Information Act and the Environmental Information Regulations, taking into account the requirements of the Data Protection Act.  Ensure that duties are performed in accordance with the Council’s policy on customer care in addition to performance indicators and service standards agreed within the department.  Demonstrate a high level of accuracy when dealing with logging information and applications.
· Assist with administration of planning appeals to ensure deadlines are met

· Production of weekly planning list

· Production of monthly Planning and Regulatory Committee Powerpoint

· Assist as required with improving document management systems and document image processing (DIP).

· Type letters and produce reports and statistical reports from the M3 system.  Including reports for committee meetings and statistical returns.  This will require the post holder to maintain an awareness of Council objectives and their impact on service objectives and priorities.
· File and archive records and reports, including the schedules and plans provided for public reference.   This also necessitates the provision of assistance to the public to locate and/or copy documents as requested.

· Assist in the training and induction of other members of staff. Be responsible for the quality of data personally entered onto council systems, and bring to the attention of the relevant manager any occasion where required data appears to be missing or inaccurate.
· Co-operate and function effectively in a team environment and liaise with other council departments and outside companies where applicable.
· Carry out administrative tasks elsewhere within the Council as and when required.
· Be responsible for the quality of data personally entered onto council systems, and bring to the attention of the relevant manager any occasion where required data appears to be missing or inaccurate.

· Supply information to customers from the resources readily available within the administrative section either over the telephone or at reception. 

· Undertake any other duties which contribute to the purpose and objectives of the post.

RESPONSIBILITY AND AUTHORITY

	Staff
	None



	Financial
	Responsible for the integrity of financial and other transactions, personally responsible for accuracy of own work.



	Equipment
	Responsible for proper handling of equipment including computers and specialist printing and scanning equipment

	Other
	None


RELATIONSHIPS

	Accountable to:
	Planning Manager (Admin, Training & Technical Support) 

	Contacts with other people:
	

	a)
	Own Department
	Frequent


	b)
	Elsewhere within the Council


	Normally at own level

	c)
	Outside the Council
	Individual members of the public, solicitors and Government Agencies.




PHYSICAL CONDITIONS

	Location:
	Borough Offices, Bishops’ College 



	Exertion:
	Normal for office based work



	Special physical requirements
	None


	Is this an alcohol restricted post?
	No



ECONOMIC

	Grade:
	F37


	Hours:
	37 hours (full-time)



	Overtime:
	Available only in exceptional circumstances 


	Car allowance:
	Not applicable


	Housing/Tied accommodation
	In accordance with the Council’s policy

	Removal:
	In accordance with the Council’s policy



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.

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 contact the Personnel Office for advice prior to your interview.

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.

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