
Planning Validation Assistant
Job Description

Department:


Planning & Regulatory Services
Division:


Development Management
Post:



Validation Assistant 
Band:



C
Responsible To:

Validation Team Leader 

Duties and Responsibilities
Planning Applications:

· Register and acknowledge applications and pre-applications using the computer system (Uniform) within specified time periods in line with documented process notes. Plot the site area, identify constraints, and select neighbours on the Geographical Information System (GIS). Identify relevant specialist consultees and advertisement requirements in line with legislation and local agreements and carry out the consultation to all identified parties. Carry out requests for re-validation, amendments, and additional consultees as and when required. Ensure the electronic application file is complete, correctly labelled and the sensitivity settings are accurate with redaction completed where necessary.

· Assess and calculate the correct application fee, based on the proposed development, in line with current fee regulations and government guidance. Request refunds for overpaid or returned applications and keep records for audit purposes.

· Analyse drawings and supporting documentation submitted with each application and pre-application, in line with legislation and published validation checklists, ensuring the proposed development is correctly shown and measures accurately to the required scale. Identify if validation requirements have been met and request any outstanding or additional information prior to validation. Liaise with applicants and agents to assist and explain how they need to amend their application to achieve validation. 
· Assess applications for liability to pay the Community Infrastructure Levy (CIL), and where they are liable complete the relevant administration on the computer system and ensure documents are on the electronic file and clearly labelled.
· Undertake quality checks to ensure accuracy and consistent high standard of each validated application
· Answer customer enquiries within corporate time scales. Advise customers appropriately of application fees, registration and validation procedures for all types of application, and assist them to complete the validation requirements and Community Infrastructure Levy (CIL) forms.
General Responsibilities

· Work as a team to ensure team targets and regular tasks for all service areas are met, using a rota system, and identify workload increases that may impact on the team’s ability to complete requirements.
· Take turns to allocate/distribute roles and tasks fairly on a rota system in advance to members of the team, to ensure all tasks are carried out on a daily/weekly basis to meet the team’s objectives and targets.
· Support the Team Leader on process development, retrieving performance data and training and developing new members of staff by participating in a ‘buddy’ scheme.
· Comply with Sevenoaks District Council's Equal Opportunities Policies for Employment and Delivery of the Service and co-operate in measures introduced to implement and monitor the Policies.

· Comply with the Council's Health & Safety Policy and all relevant legislation.

· 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 Service Plan by suggesting ideas on service improvements.

· Carry out any other duties commensurate with the grade and skills of the post holder as may be directed.
· Participate fully in the Council’s staff performance appraisal system.
· Embrace any new processes that may come to the team. This would encompass any other service area applications that need to be validated. 
Person Specification
	
	Essential


	Desirable

	Approach


	· A sensitive attitude in responding to diverse views and opinions.

· Confidentiality when dealing with sensitive data

· Attention to detail.

· Ability to be an effective team member 

· Self-motivation and the ability to use given empowerment


	

	Skills/Experience
	· Good communication skills

· Diplomacy and tact

· Accuracy and reliability in checking documents in a timely manner

· Effective organisation of paperwork/electronic documentation

· Excellent customer service skills

· Ability to effectively prioritise a range of tasks to meet different targets

· IT and Keyboard Skills

· Ability to use a scale rule 

· Ability to understand/read plans

· Numerical/mathematical ability to calculate fees/volumes


	Experience of using Uniform computer system 

Experience using Idox DMS 

Experience of using of GIS

Knowledge of planning and the planning process
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