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	PERSON SPECIFICATION 

	ROLE:
Assistant Planning Officer

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications

	· Level 3 qualifications (2 or more A levels or VCE’s etc.)
· Driving licence
	· Degree or post-graduate qualification in Town Planning or a related discipline.
· Member or eligibility for membership of the Royal Town Planning Institute.


	

Experience

	· Customer service experience: the ability to effectively interact with customers, to address inquiries and to resolve issues in a professional manner.
· Time management: the ability to prioritize tasks effectively to ensure the provision of an efficient service.
· Flexibility: the ability to respond to changes in priorities.
· Workload management: the ability to take the initiative with caseload and work independently.
· Team working: the ability to liaise with and work alongside colleagues elsewhere within the Council.

	· Experience in a public and /or private sector environment working in Planning or related area.


	
Skills




	· Ability to analyse information and produce clear and concise written reports.
· Good ICT skills including use of standard Microsoft applications and specialist systems
· Organisational skills to manage a range of activities and meet targets and objectives
· Desire to secure the delivery of sustainable and high-quality development.

	· Design skills, including ability to appraise proposals and identify improvements
· Knowledge of legislative, policy and procedural framework for planning and Development Management 


	

Behaviours

	Teamwork – Achieving more by working together

· An understanding of the benefits of teamwork across an organisation.
· The ability to perform under pressure and within deadlines.
· Assertive and diplomatic.
· Self-motivated.

Innovation – Seek solutions to deliver services in the best way
· Brings innovative ideas.
· Demonstrates creativity and openness to new ideas, avoiding rigid thinking.
	Teamwork

· Able to work collaboratively with colleagues, contributing to team efforts on key tasks or projects.





Innovation
· Brings solutions when faced with problems.
· Always thinks with the end goal in mind.




	ROLE:
Assistant Planning Officer

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	· Behaviours
· (Way of thinking and acting)
	Effectiveness – Focused on achieving results.
· Initiative-taking.
· Can organise own work and prioritise tasks.
· Presentable – suitable to represent the Council
· Ability to look for solutions when problems arise.
· Not afraid to seek assistance to achieve desired results.


RESPECT – Value the views and opinions of others. 

· Ability to understand differing opinions. 
· Active listener.

	Effectiveness
· Organised and able to apply to tasks and find better ways to work.
· Able to set own goals to achieve desired result.

RESPECT
· Able to consider different perspectives and adapt to benefit the team.
· Capable of fostering a positive and respectful environment where colleagues feel comfortable sharing their opinions and ideas.
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