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JOB DESCRIPTION


Department:	 Highways & Public Protection		Location: Magdalen House

Division:  Transportation & Highway Infrastructure	Post No:
		
Section:		Transport Planning		

Team:			Strategic Transport Planning and Investment

Post:			Transport Planning Support Officer

Grade:		G 	


Responsible to:	Team Leader – Strategic Transport Planning and Investment

Responsible for:	There are no direct reports


Job Purpose:

To assist in the development of strategic transport policies, strategies and delivery plans and the delivery of projects within the Councils Transport Capital Programme. This role will support the team in the development and delivery of a pipeline of projects to support the Council’s growth and investment ambitions.


To deliver the following outcomes

1. Strategic transport policies, strategies and delivery plans that meet national and local priorities

2. Safe, accessible and sustainable transportation infrastructure

3. Supporting the Council’s Low Carbon Transport Strategy Position Statement.

4. Supporting the Council’s wider outcomes


Main Duties and Responsibilities:

1. Assist senior members of the Strategic Transport Planning and Investment  team in the development of transport policies and proposals in support of the Council’s corporate strategy and objectives.

2. Procure the necessary transport data, mapping outputs and survey information and present and analyse the results to help inform strategy and project work.

3. Maintain the STPI teams electronic filing system to ensure that all information, including data, scheme briefs, reports, dashboards and scheme information is maintained in accordance with Council policies.

4. Provide mapping support to the team to ensure the provision of relevant and accurate information for inclusion in reports and other documents.

5. Complete and maintain mapping to help identify the potential links between proposed transport improvement schemes, highway maintenance schemes and developments proposed by third parties.

6. Maintain the team’s calendar of reporting and deadlines to ensure that reports are provided on time and assist the team in providing relevant information.

7. Co-ordinate the development and updating of the Annual Service Plan used for Transport Planning.

8. Maintain the database for the requests from residents for Electrical Vehicle  Parking and provide information to residents as appropriate.

9. Ensure that any Corporate Complaints or Requests for Information and dealt with in the required timescales. Collate information as required.

10. Contribute to the preparation of bids for external funding of transport projects and assist in the collation of the necessary information to support the Liverpool City Region’s Gateway process.

11. Assist the team in ensuring that the Transport Technical Servies Supplier (TTSS) and other suppliers are meeting their obligations as set out in each contract and provide monitoring information to help assess KPIs and other performance criteria.

12. Provide information, with a particular focus on plans, related to projects and strategies, for inclusion in Committee Reports and Briefing Notes

13. Assist with the preparation of as built and asset information for completed transport projects including liaison with the Legal team and other staff responsible for project records to ensure that accurate records are provided and that appropriate legal processes followed.

14. Prepare information to be included in consultation and engagement in accordance with the agreed process and complete analysis work of projects undertaken. Support the preparation of consultation and engagement materials that are accessible and inclusive for all groups with protected characteristics.

15. Working with the Communications Officer, help ensure that the information on the Councils’ website on the development of schemes and strategy work is maintained and relevant by completing monthly checks. 

16. Demonstrate effective communications with staff, the general public and other stakeholders, including the Liverpool City Region Combined Authority. Take part in public consultation events as required.

17. Assist in the administration and development of focus groups, co-production processes and specific interest groups in support the of transport projects and strategies.

18. Develop a good overall understanding of National and Regional Transport Policies, Programmes, Design Guides and funding streams

19. Undertake other duties as may reasonably be required, which are consistent with the role and level of responsibility of this post.


Outputs Required

(1) Corporate Outputs

Support the ‘One Council’ approach to service delivery and cross departmental collaboration 

Contribute to the achievement of the Council’s 2030 vision through the delivery of projects identified in the Transformation Programme Plan.

Promote effective communication, within the Council and externally.

Support corporate projects and initiatives and collaborate in cross service working. 

Help to actively promote the profile of Sefton as a place to live, work and visit.


(2) Divisional Outputs

As a member of the Transport Planning Section, support the Team Leader to deliver the Council’s Transportation and Highway Infrastructure outcomes and objectives as set out in the Annual Service Plans.
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(3) Linkages

To deliver the outcomes for your role and your team, and to contribute to the delivery of Council outcomes, you will be expected to work with other teams within T&HI, other corporate departments and outside agencies. Some of the critical relationships for your post include:

· The Design and Highways Development Control Team
· Regeneration Team
· Planning Departments
· Communication Team
· Liverpool City Region Combined Authority
· Network and Asset Management teams
· Statutory departments and agencies, including Department for Transport, Highways Agency, and Network Rail.
· Members of Parliament and Elected Members
· 3rd Party Land Owners (rights of way / un-adopted areas)
· Statutory Undertakers & Utility Companies
· Councillors

This does not represent an exhaustive list.


Organisation Chart

See attached.

Special Conditions


Attendance at evening meetings of the Council’s Committees and Resident or Interest Group meetings may be a feature of this post.

A casual car user’s allowance is available. The post holder must hold a current driving licence.



General

The post holder will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

The Council is committed to supporting staff in their career development with the hope that their experience with Sefton is as rewarding as it can be.

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

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 it’s grading.

All members of staff are responsible for the implementation of the Health and Safety Policy as far as it affects them, their colleagues and others who may be affected by their work. The post holder is expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees. The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Since confidential information may be involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

All staff will undertake, and participate in training, coaching and development activities, as appropriate. Some training courses, available through the Me Learning platform, are compulsory.

Note: 	Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job. 


Prepared by:	Andy Dunsmore	
	
Designation: 	Transport Planning Manager

Date:			August 2025
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