	SEVENOAKS DISTRICT COUNCIL


	
	JOB  DESCRIPTION
	

	
	

	
	

	TITLE OF POST
	Assistant Urban Design Officer (Band C) 
Urban Design Officer (Band D)
Senior Urban Design Officer (Band E)

	
	

	POST NO.
	

	
	

	SECTION
	Planning and Regulatory Services

	
	

	BAND
	C-E (Subject to Job Evaluation) 

	
	

	RESPONSIBLE TO
	Design and Conservation Team Manager  

	
	


Purpose of Post

To provide expert professional advice on design issues in relation to development proposals and policy and helping to imbed good quality design skills within the Council.

Assistant Urban Design Officer (Band C) 
· To assist in the delivery of design consultations and advice in relation to planning applications and planning enforcement.
· Provide professional advice in accordance with local and national planning policies and good practice in relation to design matters generally, and specifically in relation to planning and other applications and planning enforcement under supervision.
· Communicate complex design and policy issues in a persuasive manner under supervision.
· Support as required, the preparation of design guidance, advice notes and development briefs and consultations.
· Provide administrative support to Design and Conservation team for policy and evidence base formulation on design and appropriate matters.
· To support the setting up and administration of SDC Design Review Panel and Community Review Panel.
· Support as necessary the preparation of professional evidence at appeal Inquiries, Hearings and to written cases.
· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.
· To participate fully in the Council’s staff appraisal scheme.
· To comply with standard employee Health & Safety at Work responsibilities.
· To comply with Council’s Equal Opportunities Policy.
· To undertake any other duties that may be assigned from time to time, commensurate with the grade of the post.

Urban Design Officer (Band D) – to include all the above plus: 
· Provide professional advice in accordance with local and national planning policies and good practice in relation to design matters generally, and specifically in relation to planning and other applications and planning enforcement.
· Communicate complex design and policy issues in a persuasive manner to a variety of audiences, including Members, architects, residents and planning colleagues.
· Research and devise as required, design guidance, advice notes, Planning Policy and development briefs and undertake appropriate consultations.
· Support the specialist input into policy and evidence base formulation on design and appropriate matters.
· Prepare and present as necessary professional evidence at appeal Inquiries, Hearings and to written cases.
· To support the delivery of informal training on design matters for Officers, Members and Parish Councils as agreed.
· Attend relevant committee meetings as required in connection with the role.

Senior Urban Design Officer (Band E) – to include all the above plus: 
· Provide professional advice in accordance with local and national planning policies and good practice in relation to design matters generally for complex schemes, and specifically in relation to planning and other applications and planning enforcement. Provide input into developing the Design and Conservation Team’s work programme. 
· Oversee the delivery of specialist advice of the Design function to ensure advice is in accordance with good design practice and national and local policies.
· To be responsible for the setting up and administration of the Community Review Panel and the Design Review Panel with the Design and Conservation Manager.
· Keeps under review practices and procedures relating to the duties of the Design function with a view to streamlining and improving activities, including, where appropriate, by the application of new technology.  
· Guide, mentor and supervise junior team members where necessary. 
· Deputise for the Design and Conservation Manager as required.

NB: The job description is not intended to be an exhaustive list of all the tasks and responsibilities in the post. It may be changed, by agreement, in the light of experience and departmental needs.

Conditions

Attendance at evening meetings is part of the normal duties of this post and there may be a requirement to provide cover for others, occasionally at short notice.  For which time off in lieu will be granted subject to business hours office cover.  

This post is politically restricted under the Local Government and Housing Act 1989.

Location: based at Council Offices, Argyle Road, Sevenoaks.
SEVENOAKS DISTRICT COUNCIL

	
	PERSON  SPECIFICATION
	

	
	
	

	TITLE OF POST
	Assistant Urban Design Officer 
(Band C) 
	

	
	
	



	
	Essential
	Desirable

	· Approach
	
· An understanding of the effects that planning has on people and communities

· Ability and desire to provide effective and efficient service to all customers

· Be a team player

	

	· Skills/Experience
	· Degree in relevant subject, for example Architecture or Urban Design 

· Ability to manage own work programme with supervision and meet deadlines. 

· Good communication and presentation skills

· Ability to use IT packages including Microsoft Word, Outlook

	
· Experience using 3D modelling tools, such as SketchUp

· Relevant experience in Urban Design or an Architecture role.


	· Other
	· Commitment to undertake any relevant training

· Flexibility in attitude to work i.e. willingness to take on additional tasks

	· Full Driving Licence and use of vehicle for work purposes










	

	PERSON  SPECIFICATION
	

	
	
	

	TITLE OF POST
	Urban Design Officer 
(Band D) 




	
	

	
	Essential
	Desirable

	· Approach
	· Recognises the importance and value of development management and policy planning in an area of pressure and constraint

· An understanding of the effects that planning has on people and communities

· Ability and desire to provide effective and efficient service to all customers

· Be a team player

	

	· Skills/Experience
	· Degree in relevant subject, for example Architecture or Urban Design 

· Minimum 1 year experience in Urban Design or an Architecture role.

· Able to work with the minimum of supervision within an agreed work programme.

· Ability to communicate complex issues clearly and concisely both orally and in writing.

· Good communication and negotiation skills

· Awareness of public expectations of the planning process

· Ability to use IT packages including Microsoft Word, Outlook

	
· Experience using 3D modelling tools, such as SketchUp

· Experience of working with a variety of stakeholders.

· An understanding of Sustainable design and construction principles and frameworks.


	· Other
	· Commitment to undertake any relevant training

· Flexibility in attitude to work i.e. willingness to take on additional tasks

	· Full Driving Licence and use of vehicle for work purposes





	

	PERSON  SPECIFICATION
	

	
	
	

	TITLE OF POST
	Senior Urban Design Officer 
(Band E) 




	
	

	
	Essential
	Desirable

	· Approach
	· Recognises the importance and value of development management and policy planning in an area of pressure and constraint

· An understanding of the effects that planning has on people and communities

· Ability and desire to provide effective and efficient service to all customers

· Be a team player

	

	· Skills/Experience
	· Degree in relevant subject, for example Architecture or Urban Design 

· 3 years relevant experience in Urban Design or an Architecture role.

· Understanding and awareness of best practice in the field of Urban Design and Architecture

· Able to work with the minimum of supervision within an agreed work programme.

· Where necessary, the ability to devise and manage junior team members’ work programme and deadlines.

· Ability to communicate complex issues clearly and concisely both orally and in writing.

· Good communication and negotiation skills

· Awareness of public expectations of the planning process

· Ability to use IT packages including Microsoft Word, Outlook

	
· Experience using 3D modelling tools, such as SketchUp

· Experience of working with a variety of stakeholders.

· An understanding of Sustainable design and construction principles and frameworks.

· Experience of working in a local authority Design Team


	· Other
	· Commitment to undertake any relevant training

· Flexibility in attitude to work i.e. willingness to take on additional tasks

	· Full Driving Licence and use of vehicle for work purposes




