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Planning Technical Support Officer
Job Description and Person Specification

	Directorate:
	Communities
	Service:
	Planning Technical Support

	Responsible to:
	Planning Technical Support Supervisor
	Responsible for:
	N/A

	Grade:
	 5

	Location:
	Civic Centre, Poulton-le-Fylde

	

	Job Purpose:

	To provide general administrative and technical support for the Development Management, Planning Policy and Economic Development Teams as directed by the Planning and Regeneration Technical Support Supervisor.
To act as Planning Technical Support Supervisor as and when required due to absence, ensuring required reports and submissions are completed on time and in accordance with any guidance or regulations. 
To contribute to a continuous improvement in service delivery and promote and identify generic work practices within the administration team.



	Key Tasks & Responsibilities:

	· To answer enquiries at the reception desk by telephone and email, referring to other staff as appropriate.

· To check applications received electronically and in paper format for validity, seeking guidance where appropriate, and correspond with applicants where necessary.

· To process all types of planning applications, despatch consultations and notifications, maintain computerised and public access records in preparation for inclusion on the website and other relevant matters relating to processing of planning applications.

· To assist in the completion of the Planning elements of local land searches.

· To prepare appeal documentation for despatch within allocated timescales to assist the Development Management team.

· To receipt payments via electronic receipting system relating to all types of planning applications and other documentation.

· To sort, distribute and action daily correspondence, including applications and documents received via the planning portal and action emails from the Planning inbox.

· Responsible for the validation of all types of planning applications, including discharge of conditions applications non-material amendment applications and prior notifications. Liaising with applicants to ensure compliance with relevant planning legislation, regulations and checklists before progressing applications to Planning Assistants, Planning Officers or Senior Planning Officers.

· To produce weekly public notices and forward to relevant press for inclusion in local newspapers.

· To produce weekly lists of new applications and delegated decisions for distribution and inclusion on the website.

· To record all types of planning enforcement complaints in accordance with the council’s planning enforcement policy and deal with all resulting customer/complainant enquiries.

· Processing and submission of all enforcement appeals within Government and Planning Inspectorate guidelines and ensure compliance with Inspectorate timeframes.

· To order and receive stationery items as and when required via computerised systems.

· To assist with maintaining the Planning Services web pages and information search tools.

· To undertake any other responsibilities appropriate to the grade of the post as may be directed from time to time by the Planning Technical Support Supervisor.

· Assist with the preparation of the committee agenda and appeal report for submission to Planning committee members in the absence of the Planning Technical Support Supervisor.

· Assist in the preparation of monthly case officer statistics in the absence of the Planning Technical Support Supervisor.

· Assist with the preparation and monitoring of data to be submitted to DELTA for quarterly return to Central Government in the absence of the Planning Technical Support Supervisor.

· Assist in the preparation of the circulation of the major application reports to internal and external stakeholder in the absence of the Planning Technical Support Supervisor.

· Assist in the collaboration of data for FOI requests at the request of the Planning Technical Support Supervisor.

· To contribute to the preparation, consultation and review of the Wyre Local Plan and related projects including the carrying out of public participation programmes in accordance with Council Policy.

· To contribute to the preparation, consultation and review of the Wyre Local Plan and related projects, including the carrying out of public participation programmes in accordance with Council policy.

· To carry out research and survey work in support of planning policy development & monitoring and economic development function, gather and monitor planning information, write simple reports. Assist in the digitised land based information function and the production of simple maps.

· To assist in the organisation and undertaking of meetings, public consultation and business events including the preparation of exhibitions, surveys, documents etc.

· Personal Requirements: To maintain a smart appearance and to work enthusiastically in the promotion of the public image of the Council in the areas of responsibility outlined above and to be of maximum assistance to the general public whenever the opportunity arises.
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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/Interview

	English and Maths GCSEs (grade A to C) or equivalent

	Desirable
	Application/Interview

	Qualifications in administration or related subjects

	Desirable
	Application/Interview

	
	
	

	SKILLS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	High levels of computer literacy including knowledge of Microsoft Office systems

	Essential

	Application/Interview

	Good interpersonal skills
	Essential

	Application/Interview

	Effective personal communication skills, both verbal and written

	Essential

	Application/Interview

	Good organisational skills
	Essential

	Application/Interview

	Ability to work on own initiative

	Essential

	Application/Interview

	Ability to deal with enquiries sensitively and confidentially face to face and over the telephone

	Essential 

	Application/Interview

	Good literacy and numeracy skills

	Essential 
	Application/Interview

	Knowledge of GIS and web based information systems

	Desirable

	Application/Interview

	
	
	

	Ability to work individually and as a team member

	Essential

	Application/Interview

	An ability to motivate self/ use initiative to bring about improvements in work

	Essential

	Application/Interview

	
	
	

	EXPERIENCE
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Experience and ability in the use of computer systems including databases, spreadsheets and word processing

	Essential

	Application/Interview

	Extensive experience in clerical/administrative work

	Essential

	Application/Interview

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

	Essential

	Application/Interview

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

	Essential

	Application/Interview

	Previous experience working with Idox Software to process planning applications

	Desirable
	Application/Interview



	ADDITIONAL REQUIREMENTS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


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

	Essential
	Application / Interview

	Flexibility to work occasionally out of normal working hours

	Desirable

	Application / Interview

	Access to private vehicle available for use during working hours

	Desirable
	Application / Interview

	Valid Driving License

	Desirable
	Application / Interview

	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



	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)

	· Occasional working may be required outside normal office hours.
· 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.



	Prepared by: Karl Glover
	Date: December 2025



	Post Holder Signature: 
	Date: 
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