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JOB DESCRIPTION
Department:
Planning Services
Location: Magdalen House/Agile
Section:
Technical Support
Post Title:
Apprentice Technical Officer

Grade:
Level 3 apprenticeship NMW age plus 3%
______________________________________________________________________________

RESPONSIBLE TO:
Technical Support Manager 
RESPONSIBLE FOR:

______________________________________________________________________________

Job Purpose
To provide technical support to the Planning Service including the delivery of technical planning, geographical, electronic, performance and administrative information and support
To contribute to the effective and efficient operation of the Planning Service ensuring appropriate legislation and policy guidance is taken into account in any decision making.

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

Main Duties
1. To assist in the development, maintenance, analysis and interpretation computer-based information/data and monitoring systems, including Geographic Information Systems (GIS) to ensure effective service delivery and quality, accessible information for the Service to aid quality decision making.
2. Undertake surveys and research, collect planning data, and design and prepare reports and other documents to inform planning policy development, monitoring and the wider planning services.
3. Prepare material, maps, illustrations and other technical information to support the Local Plan and wider planning service.
4. Support policy development and monitoring, including contributing to the Local Plan and Development Management processes.  

5. Assist with the preparation and implementation of policies and programmes to guide the development of the Local Plan as part of the Council’s regeneration strategies, including supporting the preparation of supplementary planning guidance, development briefs, practice notes, etc.

6. 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.
7. To work effectively within and beyond the service demonstrating the highest standards of customer care.   Liaising with statutory bodies and other customers including Council Members, other Local Authorities and LCR authorities, HM Land Registry etc.
8. To undertake all other duties as required and commensurate to 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.

Prepared by:
Debbie Robinson
Designation: 
Technical Support Manager
Date: 
July 2025
PLANNING SERVICES - PERSON SPECIFICATION

POST: Apprentice Technical Officer

	PERSONAL ATTRIBUTES REQUIRED
	ESSENTIAL (E)

OR

DESIRABLE (D)
	HOW

ASSESSED

	Qualifications
1. Good Standard of General Education including the ability to demonstrate working at Level 2 for both English and Maths

Experience
1. Relevant work experience

2. Experience of using graphic software (eg powerpoint)

3. Experience and understanding of MS Office packages
4. Experience of data, its analysis, monitoring and interpretation
Knowledge/Skills/Aptitude
1. A good standard of accuracy, numeracy and literacy

2. Understanding of database design

3. General knowledge of the statutory town planning system and statistical information sources relevant to the planning process
4. Data collection skills including survey work
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	5. Data analysis, monitoring and interpretation skills
6. Ability to present complex data and quantitative analysis with clarity in both written reports and verbally

7. Good verbal and written communication skills
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	Special Requirements
Ability to carry out site inspections
Driving licence
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KEY:
AF = Application Form, C = Certificate, P =  Presentation, I = Interview T = Test
