SEFTON COUNCIL

JOB DESCRIPTION

Directorate:     Regeneration and Housing 	Location:  Magdalen House, Bootle       
	    
Department: 	Planning Services	Post No:	
Group      	 Local Planning & Development Management
Post Title:	PLANNING ASSISTANT	
Grade:	Grade G
__________________________________________________________________________
RESPONSIBLE TO: 	Local Planning – Team Leader
Development Management – Team Leader 	
	
RESPONSIBLE FOR: N/A  _______________________________________________________________________
Job Purpose 

1. To assist with the development, monitoring, review and implementation of the range of Development Plans, planning policies and associated documents. 

2. To contribute to effective and efficient operation of Planning Services, ensuring appropriate legislation and planning policy guidance is taken into account in Development Management recommendations and decision making. 

3. To undertake responsibilities in a professional and flexible manner with a focus on customer care and value for money. 

Main Duties 

1. Carry out research and survey work to help with the preparation of supplementary planning guidance, Article 4 Directions and other planning documents.  

2. Assist with recording, summarising, analysing and reporting the results of consultation and other planning work.

3. Prepare reports on development management applications with appropriate guidance and supervision.

4. Support the Team Leader(s) to ensure the work is delivered having regard to service and corporate priorities and requirements. 

5. To work flexibly as a resource for Planning Services responding to changing demands on the service to ensure service delivery and timeliness and quality decision making. 
6. To work effectively within and beyond the service demonstrating the highest standards of customer care. 

SPECIAL CONDITIONS :

(i) Casual car user allowance is available
(ii) Postholders will be expected to attend public and other meetings out of normal working hours

(iii) The post is based on mainly working from home but coming in to the office at least once every two weeks and more frequently in the early stages of the post.

GENERAL: 
This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.
The postholder will be expected to comply, observe and promote the equal opportunities of the Council.  
All staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary. 


Prepared by:	Steve Matthews
Designation:	Planning Manager 
Date:			July 2025



PLANNING SERVICES
PERSON SPECIFICATION
PLANNING ASSISTANT 
	Personal Attributes Required 
	Essential (E)
Or
Desirable (D)
	Method 
Of 
Assessment

	Qualification
Planning related degree (RTPI accredited).

	
D
	
A, C


	Experience
Experience of working in a planning office.

	
D
	
A, I

	Knowledge / Skills / Abilities
1. Good understanding of the UK planning system, and knowledge of government planning policy.  
2. Some knowledge and understanding of the range of environmental, economic and social issues relevant to metropolitan planning.
3. Ability to apply a flexible and creative approach to solving problems. 
4. Ability to produce detailed and accurate work within set deadlines. 
5. Ability to contribute effectively as a member of a team. 
6. Ability to present ideas/projects, both verbally and in writing. 
7. Computer literacy in a windows environment 

	
E
D

D
E
E
E
E

	
A, I, P
A, I

A, I, P
A, I
A, I
A, I, P
A, I
		

	Special Conditions
Driving licence
	D
	A



Key:  A = Application, C = Certificate, I = Interview, P = Presentation



