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Job Description

Job Title:			Planning Enforcement Investigator	

Pay Grade:			Woking Grade 2 (W2)

Directorate:			Place
Team:				Development Management

Reporting to:		Senior Planning Enforcement Officer

Budgetary Responsibilities: None

Job Purpose: 	

To assist the Senior Planning Enforcement Officer in delivering an excellent planning enforcement service. The Council places great emphasis on providing an effective and efficient service to the customer and is also strongly committed to environmental initiatives. Duties will include the investigation of alleged breaches of planning control to determine whether a breach of planning control exists. To decide what appropriate action should be pursued to remedy breaches of planning control and to provide responses to residents, businesses and elected members on planning enforcement matters. 

Main Duties:

1.	To investigate complaints about alleged breaches of planning control.

2.	To undertake detailed and accurate observational site inspections including interviewing people present, making thorough notes, plans and photographic records. 

3.	To prepare emails, letters and reports on the results of investigations.

4.	To prepare and maintain predominantly electronic case files in connection with your workload. 

5.   To negotiate with members of the public and those involved in planning breaches to achieve an appropriate remedy to the breach and to appraise complainants of the outcome of investigations.

6.	Under the supervision of the Senior Planning Enforcement Officer, to progress breaches of planning control to conclusion via the most expedient course of action.

7.	Assist the Senior Planning Enforcement Officer with the preparation and serving of enforcement or other notices, prosecution or other legal action. If required, to attend Council Planning Committee’s or the Magistrate’s Court. 

8.	To check planning conditions attached to planning permissions to ensure compliance.

9. 	To check development compliance with S106 planning obligations or Community Infrastructure payments.

10. 	To undertake any training and development as required.

11. To handle confidential complaints and in doing so comply fully with the Council’s IT Security Policy and GDPR legislation.

	
People Management: N/a

Service Management: N/a

Other Responsibilities: 

To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.

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

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· 5 GCSE grades A to C/4-9 including Maths and English, or equivalent. 
· Relevant qualification in planning 
	E

D

	A

A

	Experience
	· Knowledge of Planning Legislation
· Experience in the investigation, collection and presentation of evidence.
· Strong verbal communication skills including the ability to negotiate positive enforcement outcomes.
· Good IT skills.
· Organisational skills to manage time and workload to achieve set goals and targets
· Experience of working as part of a Council Planning Enforcement/Development Management or Regulatory Team.
· The ability to communicate clearly and effectively at all levels.
    Good customer service skills. 
	D
D

E


E
E


D

    
    E
    
    E
	A/I
A/I

A/I


A/I
A/I


A/I


A/I

A/I

	Special Requirements
	· Driving Licence.
· Ability to travel and attend sites throughout the borough to conduct inspections.
	E
E
	A/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).
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