Role Profile

	Job title
	Planning & Development Technical Assistant

	Grade
	C

	Reports to 
	Planning & Development Business Manager

	Politically restricted post
	No

	DBS requirement
	No



	Team Summary 

	The team to provide a professional and efficient first point of contact for planning & building control applications and members of the public, utilising many access channels including online forms, emails, telephone calls, web chat, written correspondence, back-office workflow and in person.

The team process enquiries and applications using technical knowledge, business rules, statutory guidance, policies and internal procedures.

Additionally, the team are skilled in providing advice and guidance to customers in signposting to third party agencies where appropriate and to support.

The team are responsible for the service areas administrative and business function from the beginning of the application process through to post monitoring.


	Role Purpose

	Planning & Development Technical Assistants undertake a wide range of business and administrative support duties, develop a range of skills and knowledge to enable the delivery of a business support service to Planning & Development Management and Building Control.


	Key Tasks and Responsibilities

	· Provide accurate, professional and efficient administrative support across Planning, Development Management and Building Control. This includes developing a good understanding and knowledge of the relevant service processes, regulations and legislation.
· Assist in ensuring the systems, procedures and workflows are updated in accordance with guidelines.
· Ensure all requests are input into the system in line with timescales whilst maintaining a high level of attention to detail.
· Ensure oversight of information collected is correct, escalating any discrepancies accordingly.
· Ensure accurate, professional and timely business support is provided to customers that supports the council’s business needs and service delivery objectives.
· Ensure policies, procedures and workflows for dealing with requests are adhered to.
· Assist in ensuring the systems and processes in place are fit for purpose and identify improvements in service provision where appropriate. 
· Maintain strict confidentiality and ensuring data protection rules are followed.
· Promote knowledge and understanding of business support processes and systems across the council.
· Develop good working relationships within the Service Area, across the Council and key stakeholders.
· Promote positive team spirit by working well with all members of the team, sharing responsibility of common goals and understanding different roles and responsibilities.


	Corporate Expectations

	· Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and vulnerable adults within the district.
· To comply with legislation, council policies and procedures including the Data Protection Act, Freedom of Information Act, Information Security Policy, the Code of Conduct for Officers and to participate in any Emergency Planning activities as required.
· To actively demonstrate the values and behaviours of the council.
· To ensure our customers are valued by taking into account their views and needs in all that we do.
· To contribute to the development and achievement of relevant corporate and service objectives by suggesting ideas for service improvements.
· To communicate openly and honestly with colleagues, members and customers.
· To undergo any training necessary to be able to fulfil the requirements of the job.
· To carry out other duties commensurate with the grade, skills, experience and qualifications of the post holder as directed and as may be required from time to time.


	Qualifications

	
· Good standard of education with a minimum of 5 GCSE’s or equivalent (or equivalent experience that demonstrates proficiency in maths and English) is essential. 
· NVQ2 Business Administration would be desirable.


	Knowledge, Skills & Experience

	· Understanding of customer focused roles with ideally a minimum of one years’ experience of working in a similar role.
· Ability to analyse and respond to requests with an understanding of when to seek assistance and when to escalate appropriately.
· Undertake straight forward tasks that will require some understanding of the relevant service processes, regulations and legislation.
· Ability to work as part of a team.
· Excellent written and oral communication skills.
· Attention to detail and accuracy.
· Competent user of IT, particularly Microsoft Office, with an ability to learn new systems quickly.
· Proactive and committed to continued service and personal development.
· Ability to adapt and organise work to meet deadlines whilst maintaining high standards.
· Professional and customer focused approach.
· Ability to build working relationships at all levels. 




