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Job Description

Job Title:		Planning Policy Officer  		

Pay Grade:		W3 – W4  

Directorate:		Place	

Team:			Planning Policy 	

Reporting to:	Planning Policy Manager  
 


Budgetary Responsibilities:
· Staff - £N/A
· Other Direct - £N/A
· Other Indirect – N/A
Total £N/A

Job Purpose:

To contribute to the preparation of the new local plan and other planning policy workstreams including community engagement, development monitoring and the delivery of infrastructure projects.


Main Tasks:

1. To play an active role in the preparation of the various plans, strategies and policies in the Council’s Local Plan Documents in accordance with agreed timescales.

2. To carry out detailed research and/or engage and manage consultants to do so, to provide a robust evidence base to underpin the Council’s Local Plan Documents.
 
3. To ensure that policies and guidance set out in the Council’s Local Plan Documents furthers the overall aims of the Council and its partners as expressed in the Corporate Strategy and the Council’s key priorities.   
 
4. To ensure that policy and guidance is translated into positive and good quality advice to inform development management decisions.  
 
5. To play a key role for the Council in supporting neighbourhood planning.

6. To provide good quality planning policy advice to the general public.  

7. To liaise with relevant officers at other Districts/Boroughs, county and national levels to ensure that Woking’s interests are taken into account in the preparation of Local Plan Documents of neighbouring authorities and national policy.  
 
8. Develop and maintain contacts with external partners to understand learn and import good practices from their planning activities and understand their development needs as it relates to infrastructure.  
 
9. Attend, present reports to and assist at public meetings, exhibitions, working parties and Council committee meetings as necessary, including preparing and presenting planning policy evidence to Public Inquiries/Independent Examinations.  
 
10. Promote improvements/achievements amongst all departments for the purpose of sharing good practice.  
 
11. Provide pre-application advice on development proposals. In this regard, you must have a positive approach to and an open mind about development. Your initial instinct to proposed development must always be about what you can do to make development acceptable within the framework of the development plan for the area  
 
12. Undertake any other duties at a level appropriate to the post.  


People Management: N/A

Service Management: N/A

Financial Responsibility: N/A

Other Responsibilities: N/A




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

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Degree or equivalent town planning qualification.  
· Membership of the RTPI or working towards gaining membership


	E

D
	A

A

	Experience
	· Working in a customer facing environment
· Supporting Neighbourhood/Community Planning. 
· Preparation of Local Plan Documents, and Supplementary Planning Documents.  
· Good understanding of UK planning legislation.
· Experience in use of Computers/IT systems and software. In particular, Microsoft Officer, and/ or Uniform, and/ or GIS. 
· Excellent communication skills (written and oral). 
· Project Management

	D
D

D

E

E


E

E
	A/I
A/I

A/I

A/I

A/I


A/I

A/I


	Special Requirements
	· Attendance at public meetings, committees etc. outside normal office hours.  
· Ability to undertake independent travel around the Borough.

	D

D
	I

A/I





Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	No
	If yes, what level?
	Choose an item.
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 





Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
	LINKED GRADE DESCRIPTORS
	Behaviours from Role Map

	Job Title
	Team + grade
	Duties/ responsibilities with reference to behaviours
	Probable Qualifications
	Indicative Experience
	SofF
	LourP
	DforourC
	MCH
	Tand PW
	CO
	PM

	Planning Policy Officer
	
W3
	Able to perform some of the main duties of the post as set out in the Job Profile with limited supervision.

Capable of supporting other projects and 
services to assist colleagues within the
wider team.
	Degree in town planning or relevant subject
	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.
	2
	2
	2
	2
	2
	2
	2

	
	W4
	Able to perform most or all of the main duties of the post as set out in the Job Profile with limited supervision.

Capable of supporting other projects and services by adding value of a technical nature
	Post graduate qualification in town planning or similar relevant subject.

Membership of RTPI

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

Demonstrable experience of developing and delivering planning policy documents, including project management, understanding of statutory processes and presenting work to committees and community engagement.

Evidence to demonstrate a deeper knowledge and understanding of specific topic areas, e.g. through managing specific topic commissions and/ or completing evidence for the local plan and developing policies and proposals for that topic area. 

Evidence of sound knowledge and understanding of existing and emerging national guidance 

Evidence of all necessary skills
to be able to fulfil the role as outlined in the job description.

Ongoing commitment to contribute to improved ways of working, for example suggesting efficiencies in working practices, policies, procedures or processes.
	3
	2
	3
	3
	2
	2
	2
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