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Job description

[bookmark: _Hlk214367822][bookmark: _Hlk214356585]Job Title:	Planning Administration Assistant for the Validation Team
Department:	Planning & Regulatory Services
Reports to:	Validation Team Leader
Grade: 	Two days a week 15 hours; Grade B
	Minimum of one day per week in the office. 
Job Purpose
· Provide high-quality technical and administrative support to the Validation team, ensuring the effective delivery of services related to planning.
· Act as the first point of contact for routine administration enquiries.
· Manage and maintain database systems to support efficient communication and service delivery across the team.

Key Responsibilities
Administrative and System Support
· Deliver comprehensive administrative support to the Validation service.
· Monitoring team Outlook mailboxes and dealing with as appropriate.
· Receiving, date stamping and distributing post for the Validation team.
· Sorting all representations (comments) regarding applications and providing to DC Admin by 11.30am each day.
· Receiving postal applications, date stamping and registering applications, including sending a set of the documents to be scanned for each application ensuring accurate data entry.
· Setting up paper applications and re-labelling of documents on the document management system (IDOX) prior to validation ensuring accurate data entry.
· Setting up electronic applications (Planning Portal/Emails) and re-labelling of documents on the document management system (IDOX) prior to validation ensuring accurate data entry.
· Reconciling all planning fees received in a number of ways, maintaining accurate records and liaise with internal departments as required.
· Indexing and redacting planning and pre-applications documents to ensuring accurate data entry prior to validation as well as amendments and other planning related documents as soon as practicable, including prioritising urgent items.






Expected Standards:
· To engage fully in the Council’s staff appraisal scheme.
· To comply with standard employee Health & Safety at Work responsibilities.
· To adhere to General Data Protection Regulation principles and practice.
· To embrace the Council’s Equal Opportunities policy, values and behaviours.
· To be aware of and follow the Council’s Safeguarding policy.
· At the direction of professional officers, to respond to correspondence and advise applicants/agents of deficiencies on applications.
· To contribute to the performance targets for both the development control section as a whole and the validation team in particular.
· Contribute to the development and achievement of the Development Control Service Plan by suggesting ideas on service improvements.
· To carry out any other related duties commensurate with the grade and skills of the post holder as may be directed from time to time.
· The duties of the post are subject to review and in this respect the details contained are provided as an aid to the performance of the contract of employment.
· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.


Location
Council Offices, Argyle Road, Sevenoaks, Kent, TN13 1HG
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	KNOWLEDGE, SKILLS & EXPERIENCE

	ESSENTIAL
	DESIRABLE

	· Administrative experience of a minimum 2 years. 
· Demonstrate knowledge of Microsoft packages (Word, Excel, Access, Outlook)
· Excellent communication skills, both oral and written.
· Excellent telephone manner and ability to take accurate messages.
· Ability to maintain accurate records and notes.
· Excellent organisational skills.
· Excellent time management skills.
· Experience of working with a broad range of personnel in particular members of the public.

	· Experience of a range of computer systems to include, Uniform, IDOX, or similar planning systems.
· Previous experience of scanning and/or indexing.
· Understanding of General Data Protection Regulations.


	APPROACH

	ESSENTIAL
	DESIRABLE

	· General administrative experience.
· Ability to prioritise, plan, organise, implement and monitor own workload (with minimal supervision).
· Ability to takes personal responsibility for own workload, ensuring that high quality, accurate work is produced to tight deadlines.
· Ability to value own contribution as a team member to overall work throughout.
· Ability to work effectively within a team of professional officers. 
· Ability to deal effectively with demanding or difficult customers.
· To demonstrate a strong commitment to high standards of performance, quality and customer care. 
· Self-motivating and capable of using initiative in problem solving.
· Respect for confidentiality.
· Ability to be flexible and respond at short notice to non-routine matters.
· Willingness to undertake any relevant training and learn new skills/gain more knowledge.
	· Previous experience of working within a Local Authority and within a Planning department.
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