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Conservation Officer
Job Description and Person Specification

	Directorate:
	Communities
	Service:
	Planning Policy

	Responsible to:
	Planning Policy Manager
	Responsible for:
	

	Grade:
	 9

	Location:
	Civic Centre, Poulton le Fylde and Hybrid

	

	Job Purpose:

	To provide, in all aspects, advice and recommendations on matters relating to building conservation and the historic environment, including the promotion of conservation in the Borough. 
To seek conservation funding, develop conservation area appraisals / management plans, local lists, to administer grant schemes, deal with non-major planning applications within conservation areas or applications affecting Listed Buildings, and lead on solutions and interventions to ensure the long-term preservation of building’s heritage value.



	Key Tasks & Responsibilities:

	
Lead on all issues relating to conservation of the built environment, in particular:

1. To deal with all planning applications (excluding major applications) within Conservation Areas or affecting Listed Buildings and any other planning applications as deemed appropriate by the Development Manager.

2. Advise and assist development management staff in respect of applications and enforcement cases for work in conservation areas or involving listed buildings;

3. To prepare and assist in the preparation of reports to Committee. To present your own recommendations to Committee and other internal and public meetings on complex and/or controversial planning issues in a clear and concise manner including provide expert professional advice to Members and the public. 

4. Prepare evidence for and act as the expert witness at informal hearings, public inquiries and court relating to conservation;

5. To initiate and participate in matters relating to policy compliance and proactive enforcement matters and conflict resolution to ensure high quality outcomes that reflect wider council objectives, working alongside Planning Enforcement and other Council departments.

6. To lead on preparing schedule of works for heritage buildings to consider building condition, conservation priorities and the method and materials to be used to ensure interventions that are sympathetic to the conservation value to ensure long term preservation. 

7. To take a lead on managing the process associated with acquiring land or property of conservation value via Compulsory Purchase Order (CPO), including preparing documentation, negotiating with landowner, handling compensation claims and ensuring compliance with relevant legislation, in association with legal and other Council departments. 

8. To liaise and work closely with other teams within Planning Services and other service units to ensure co-ordinated, efficient and effective service delivery.

9. To liaise and work closely with the Heritage and Culture Programme Manager to promote building conservation and the historic environment in the Borough. 

10. To provide written and verbal conservation advice to Councillors, officers, the public and external bodies on all matters concerning conservation and ensure that high standards of development are achieved.

11. To implement self-contained projects or components of larger projects that are of conservation value, in order to deliver organisational objectives, taking a project management role. 

12. To carry out appraisals and management plans for all conservation areas and ensure their regular review and implementation. To review existing conservation areas and recommend extensions / new conservation areas. To consider the use of Article 4 powers

13. Carry out reviews of the ‘Buildings at Risk’ register at regular intervals;

14. Support the preparation, implementation and review of the statutory development plan by inputting to the formulation of local plan conservation policies and associated policies, and assess the impact of allocations relating to Conservation matters; 

15. Review, develop, implement and monitor strategies, policies and guidance on various aspects of conservation;

16. Investigate sources of, and to secure and promote grant assistance relating to conservation; Assess and administer applications for grant aid;

17. Undertake public consultation exercises in relation to conservation issues;

18. Build effective relationships with a range of stakeholders, e.g. Historic England, Civic Societies and Parish Councils. 

19. Liaise with Historic England and the Department of Culture, Media and Sport and put forward buildings for listing where justified by their historic or architectural importance I and/or perceived threat of demolition or inappropriate alteration. 

20. To consider solutions for the protection of non-designated heritage assets, such as developing a local list. 

21. To maintain an up-to-date knowledge of national planning policy and other relevant legislation, policy guidance and good practice and take a proactive approach to relevant changes in legislation. 

22. Ensure that appropriate record systems are maintained;

23. To develop information on the Council’s website and intranet relating to Conservation matters.

24. To contribute to a continuous improvement in service delivery.

25. To undertake such duties as may from time to time be required by the Planning Policy Manager, Development Manager and Assistant Head of Planning and Building Control.  
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	The postholder will be expected:-

· To adopt a flexible approach to changing patterns of work and undertake such other duties as are consistent with the job purpose and grade of post.
· To promote best practice in meeting the requirements of Health and Safety legislation and Council policy, and comply with other relevant statutory legislation.
· To carry out duties in accordance with the Council’s policy on equality and diversity.
· To accept that everyone has a right to their distinct identity, treating everyone with dignity and respect and ensuring that what our customers tell us is valued by reporting it back into the organisation.
· To provide quality services that are what our customers want and need, giving customers the opportunity to comment or complain if they need to, working with them to identify what needs to be done to meet their needs and informing managers about what customers say in relation to the services delivered.
· To develop oneself and others making every effort to access development opportunities and contribute effectively by participating in the Council’s performance management scheme.
· To be responsible for Data Quality.
· To demonstrate a high standard of probity in the use of council resources and where a nominated budget holder manage spending within available resources.
· To support the delivery of the Council’s Climate Change Strategy and Action Plans to achieve net zero in 2050.



	QUALIFICATIONS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Good standard of education

	Essential
	Application

	Degree or equivalent qualification in Planning, Architecture, or Historic Building Conservation 
	Essential
	Application

	Member of the IHBC.
	Desirable
	Application

	
	
	

	SKILLS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Knowledge and understanding of current planning and conservation legislation and developments in planning practice.   

	ESSENTIAL
	Application Form/Interview


	Knowledge related to historic buildings, especially their maintenance and preservation.

	ESSENTIAL
	Application Form/Interview


	Good literacy and numeracy skills.

	ESSENTIAL
	Application Form/Interview


	Effective personal communication skills, both verbal and written

	ESSENTIAL
	Application Form/Interview


	Effective organisational skills including ability to manage own time and plan work to priorities and deadlines.

	ESSENTIAL
	Application Form/Interview


	Computer literate 

	ESSENTIAL
	Application Form/Interview


	Ability to work individually and as a team member.

	ESSENTIAL
	Application Form/Interview


	Customer care skills in particular ability to deals with enquiries sensitively and confidentially face to face, 
over the telephone and in person.

	ESSENTIAL
	Application Form/Interview


	Knowledge and understanding of current developments in service delivery in Local Government.

	DESIRABLE
	Application Form/Interview


	Effective negotiation skills

	DESIRABLE
	Application Form/Interview


	Knowledge of grant schemes.
	DESIRABLE
	Application Form/Interview


	Knowledge of compulsory purchase orders.
	DESIRABLE
	Application Form/Interview


	Knowledge of project management
	DESIRABLE
	Application Form/Interview


	
	
	

	EXPERIENCE
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Experience of letter and report writing.

	ESSENTIAL
	Application Form/Interview


	Experience in addressing meetings.

	ESSENTIAL
	Application Form/Interview


	Experience of working effectively as a member of a team.

	ESSENTIAL
	Application Form/Interview


	Experience of making decisions and taking appropriate action using initiative and good judgement.

	ESSENTIAL
	Application Form/Interview


	Experience of anticipating and solving problems.  

	ESSENTIAL
	Application Form/Interview


	Experience in working well under pressure to tight deadlines both as an individual and as part of a team.

	DESIRABLE
	Application Form/Interview


	Experience in dealing with members of the public by telephone and in person.

	DESIRABLE
	Application Form/Interview


	Experience of dealing with grant schemes, especially inspecting grant aided repair work.

	DESIRABLE
	Application Form/Interview


	Experience of Development Management work.

	DESIRABLE
	Application Form/Interview


	Experience of research and / or Planning Policy work.

	DESIRABLE
	Application Form/Interview


	Experience of the use of compulsory purchase orders
	DESIRABLE
	Application Form/Interview


	Experience of project management
	DESIRABLE
	Application Form/Interview




	ADDITIONAL REQUIREMENTS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Demonstrate commitment to equal opportunities together with a clear appreciation of equalities issues

	Essential
	Application/Interview

	Regular and Reliable Service

	Essential
	Application/Interview

	Demonstrate behaviours that support our values

	Essential
	Application/Interview

	Valid Driving Licence or other acceptable means mobility. Vehicle available for use during working hours
	Essential
	Application/Interview

	Willingness to work away from the office including undertake site visits, distribution and collection of consultation material.

	ESSENTIAL
	Application Form/Interview


	Flexibility to work occasionally out of normal working hours. 

	DESIRABLE
	Application Form/Interview




	Our Values are key to delivering our vision, plans and strategies.
All Behaviours listed are essential to the post.
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	Professional
	Innovative
	Collaborative
	Customer focused

	In being professional we…
	In being innovative we…
	In being collaborative we…
	In being customer focused we…

	• Have pride in how we represent the council
• Treat people with respect and consideration
• Are conscientious and carry out our work to a high standard 
• Carry out our work activities in an honest and ethical manner

	• Proactively embrace change and learn from our mistakes
• Challenge and constructively question existing processes
• Make best use of our resources to provide excellent services
• Encourage creative thinking with colleagues and peers

	•	Communicate effectively with colleagues and stakeholders 
• Develop productive relationships and achieve the best results
• Recognise and embrace the knowledge and skills of others.
• Embrace the concept of one team one council and all work together

	• Strive to provide excellent services
•	Understand our customers’ needs and consider things from their perspective
•	Effectively communicate and manage expectations
• Actively seek ways to maximise customer satisfaction



	Special Conditions:
(e.g. Weekend work, shift allowance, car/mileage allowance)

	· The council operates a strict non-smoking policy.
· Casual car user allowance. Casual Car User’s will be paid at the middle band. You will be required to provide your own means of transport.
· Occasional working may be required outside normal office hours. 



	Prepared by: Fiona Riley
	Date: August 2025



	Post Holder Signature: 
	Date: 
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