	SEVENOAKS  DISTRICT  COUNCIL

PLANNING & REGULATORY SERVICES – DEVELOPMENT MANAGEMENT


	
	JOB  DESCRIPTION
	

	
	

	
	

	TITLE OF POST
	Planning Support Officer

	
	

	POST No.
	

	
	

	BAND
	C 

	
	

	RESPONSIBLE TO
	Support team leader


Purpose of Post
To provide technical and administrative support to the Development Management and Planning Enforcement teams. Working with colleagues to provide support in relation to the Development Management Committee, Planning & Enforcement Appeals, Community Infrastructure Levy, Planning Enforcement enquiries.
Key Activities
· To liaise with the Democratic Services team, Council Members and other officers of the Council in relation to Development Management Committee. Preparation of the Development Management Committee agenda including all reports, plans and other illustrative matter within the relevant timescales Undertake all committee notifications within the statutory/published timescales, ensuring timely communication with all relevant parties in relation to the Development Management Committee 
· Complete the Planning Inspectorate questionnaires for Planning and Enforcement Appeals 

· Answer correspondence, enquiries, and requests and advise members of the public and others in relation to Appeals and undertake consultations
· To prepare and manage all documents, plans and maps related to appeals and provide such history and general facts as may be required to assist in the processing of Appeals.
· Issue decisions on planning applications in accordance with desk instructions within agreed timescales and relevant legislation. Process associated tasks.

· Issue liability notices, process payments and answer a wide range of queries regarding the Community Infrastructure Levy (CIL) in line with desk instructions and relevant legislation. Ensure accurate record keeping of all CIL related tasks. Record CIL payments and issue receipts.
· Work as a team to ensure team targets and regular tasks for all service areas are met and identify workload increases that may impact on the team’s ability to complete requirements. Support the Team Leader on process development, maintaining up to date desk instructions and retrieving performance data 
· To comply with standard employee Health & Safety at Work responsibilities and all relevant legislation.

· To comply with the requirements of the Data Protection and Freedom of Information Acts and co-operate in measures introduced to comply with this legislation.

· Contribute to the development and achievement of the Development Management Service Plan by suggesting/implementing ideas on service improvements.

· To carry out any other related duties commensurate with the grade and skills of the post holder as may be required.
· To participate fully in the Council’s staff performance appraisal scheme including the Behaviour framework. 

· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.
LOCATION

This is a full time post based at the Council Offices, Argyle Road, Sevenoaks

SEVENOAKS DISTRICT COUNCIL
PLANNING & REGULATORY SERVICES 

	
	PERSON  SPECIFICATION
	

	
	
	

	TITLE OF POST
	Planning Support Officer
	

	
	
	


	
	Essential
	Desirable

	· Approach
	· Ability to work flexibly to meet deadlines and to use initiative to solve problems. 
· Ability to work in a team and take responsibility for own workload
· Able to remain calm and unruffled under pressure, sometimes for extended periods and in difficult situations
· Desire to provide effective and efficient service to all customers

· A sensitive attitude in responding to diverse views and opinions
· Confidentiality when dealing with sensitive data

	

	· Skills / Experience & Qualifications


	· Proven experience of working with the public or having significant contact with a wide range of customers
· Good basic education to GCSE A-C standard or equivalent (including Maths &

· English)

· NVQ level 2 Customer care or equivalent.
Working knowledge of the GDPR and FOI regulations
· Experience of giving advice on planning applications, and allied planning regulations including CIL and Enforcement

· Experience of working in a technical and support capacity to Planning and Enforcement Officers

· Able to give timely information to customers with clarity and tact

· Accuracy and reliability in checking documents in a timely manner

· Proven IT and Keyboard Skills. Proven experience of working with Adobe Professional and MS Office packages

· Ability to understand/read interpret planning application drawings

· Competent numerical/mathematical skills including calculation of planning fees
· An understanding of the effects that planning has on people and communities.
· Desire to innovate and improve services and have a flexible approach to changing and challenging situations to meet service pressures.


	· Experience of working with IDOX software including Enterprise and Uniform



	· Other
	· Willingness to undertake relevant training

· Ability to deal with a heavy and varied workload with minimal direct supervision.

· Willingness to adopt working practices that support the team aim of providing an electronic development management service.

· Able to provide office cover during business hours 08:45 – 17:00 (16:45 on Fridays)
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