[image: ]
	Broxbourne Borough Council 


	Job Title: Assistant Planning Officer
	Job Ref: APO

	Job Location: Bishops’ College Churchgate Cheshunt Herts 
	Hybrid: Yes

	Department: Planning and Place

	Reports to: Planning Manager (Development Management)

	Full time: 37 hours per week

	Grade: J (£33,881.64)

	Car: Yes– mileage rates paid in accordance with HM Revenue services

	

	Values:
The Council has adopted the core values of Teamwork, Innovation, Effectiveness and Respect (TIER). 
The values and their underlying behaviours, demonstrate the Council’s commitment to providing excellent customer care, working in a joined-up way, showing respect at all times and looking at innovative and forward-thinking solutions. 


	Job outline:

To contribute to the provision of an efficient, effective and customer-focused planning service and to manage a range of smaller scale planning and related applications.

Duties:

· Process a range of smaller-scale planning applications and applications for advertisement consent, listed building consent, approval of details reserved by planning conditions etc. in accordance with the relevant acts and national/local planning policies, as well as corporate objectives.
· Undertake negotiations with applicants and their agents, developers, landowners and other stakeholders on planning applications.
· Take account of all representations in the consideration of planning and other applications.
· Draft reports assessing planning and related applications for delegated decision and consideration by Committee as appropriate.
· Draft reports on other planning matters as directed by the Planning Manager (Development Management).
· Represent the Council in respect of planning appeals.
· Advise the public, applicants and other stakeholders on an informal basis both verbally and in writing on planning matters, including participation in the Duty Planner service.
· Carry out site inspections;
· Manage stakeholder and community participation on planning applications making effective use of the Council’s online systems.
· Meet all deadlines established by the Planning Manager (Development Management).
· Support the Council’s Planning Enforcement Officers, as needed.
· Keep planning case files and other filing up to date.
· Log information on the Council’s software packages.
· Ensure that duties are performed in accordance with the Council’s policy on customer care and to corporate performance standards.
· Be aware of Council’s priorities and objectives and their impact on departmental and service objectives and priorities.  Responsibility for keeping up to date and well informed.
· Responsibility for dealing with enquiries under the Freedom of Information Act and the Town and Country Planning Regulations, taking into account the requirements of the Data Protection Act.

Undertake any other duties contributing to the purpose and objectives of the post and appropriate to the grade.
 
RESPONSIBILITY AND AUTHORITY

	Staff
	None.

	Financial
	None.

	Professional
	Individual responsibility to ensure timely, professional and robust processing and consideration of individual applications.

	Equipment
	Normal office equipment.



RELATIONSHIPS

	Accountable to:
	Planning Manager (Development Management).

	Contacts with other people:
	


	a)
	Own Department
	Planning, Planning Enforcement and Technical Support colleagues.

	b)
	Elsewhere within the
Council
	Legal, Environmental Health, elected Members.

	c)
	Outside the Council
	Members of the public applicants and their representatives.
External agencies and consultees, including the County Council and the Environment Agency.



PHYSICAL CONDITIONS

	Location:
	Hybrid working with a balance between working effectively from home, attending site visits and the Council’s offices based at: Bishops' College, Churchgate, Cheshunt, Herts EN8 9XQ.

	Exertion:
	Normal for office-based post.

	Accident/Health Risks:
	No significant risks associated with the post provided duties are carried out with due care and attention and in accordance with normal rules and procedures.



ECONOMIC

	Grade:
	J

	Hours:
	37 within a scheme of flexible working hours

	Overtime:
	No paid overtime. The post holder may be required to attend the Planning and Regulatory Committee in accordance with the duties of the post and may from time to time be required to attend other out of hours meetings, for which time off in lieu arrangements are in place

	Mileage
	Casual user at standard rate per mile




	
Equal opportunities
All staff must comply with the Council’s Policy on Equal Opportunities and undertake training to ensure the fair and equal treatment of all Council staff and customers.


	
Employment checks required for this post 
The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996. These checks require you to provide proof of your right to work in the U.K. If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency). If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

	
Employment of ex-offenders
The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s). The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.


	
Safeguarding children and vulnerable adults
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations.



For specific requirements for the post please see the Person Specification.

If you have any queries, please contact Human Resources on (01992) 785509 or personnel@broxbourne.gov.uk
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