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JOB DESCRIPTION FORM

	JOB TITLE:
	Deputy Planning Manager (Development Management)


	DATE COMPILED / AMENDED:
	February 2026


	DEPARTMENT:
	Planning


	COMPILED BY:
	GG


	Job No:
	XX	



JOB OUTLINE

Purpose:  

To assist with the management and delivery of an effective and efficient development management and planning enforcement service and secure high quality, well designed and sustainable developments

ROLE SPECIFIC DUTIES AND ACCOUNTABILITIES


Duties:
1.	Manage and supervise Development Management and Planning Enforcement staff to ensure the delivery of professional and high quality services and reporting and the securing of high quality, well designed and sustainable developments.

2. Continuously improve the work, productivity, quality and outputs of the Development Management and Planning Enforcement Teams. 

3.	Manage the workload of members of the Development Management and Planning Enforcement Teams in accordance with targets set by the Planning Manager (Development Management) and Planning and Place Service Director.  

3. Delegate work to staff to ensure a balanced workload within the team and monitor this workload to ensure the timely processing of applications and enforcement cases.

4. Undertake staff appraisals and inductions within the Development Management Team.

5. Be responsible for the development and growth of Officers within the Development Management and Planning Enforcement Teams.

6. Meet deadlines and targets set by the Planning Manager (Development Management). 

7. Ensure the production of high quality, accurate, well written, well presented and timely reports from the Development Management and Planning Enforcement Teams.

8. Prepare reports appropriate to the purpose and duties of the post as agreed with the Planning Manager (Development Management).

9. Represent the Council in respect of planning appeals (written representations/ informal hearings and public inquiries) including preparation of proofs of evidence and attending inquiries as the Council’s witness on a limited number of major, high profile and contentious applications where required.

10. Manage a caseload of application/enforcement cases where necessary.

11. Present reports on planning applications and planning enforcement cases to the Planning and Regulatory Committee or other committees/groups of the Council in agreement with the Planning Manager (Development Management).

12. Present reports for the consideration of the Chairman of the Planning and Regulatory Committee as appropriate to the levels of delegation set out within the Council’s Scheme of Delegation. 

13. Sign off planning applications and planning enforcement cases in accordance with the Council’s Scheme of Delegation.

14. Ensure an efficient and effective pre-application advice service is provided.

15. Deputise for the Planning Manager (Development Management) on all relevant matters as required.

16. Manage responses to complaints on Development Management and planning enforcement matters in accordance with agreed timescales. 

17. To be a champion for the Council’s Core Values – Teamwork, Innovation, Effectiveness and Respect.

18. Any other responsibilities as deemed necessary by the Planning Manager (Development Management) and the Planning and Place Service Director.
	


RESPONSIBILITY AND AUTHORITY

	Staff:
	Some Development Management and Planning Enforcement staff.  


	Financial:
	Authority as may be delegated by the Council.


	Professional:
	Responsible for professionalism of work within the Development Management team and ensuring that professionalism and competence is maintained throughout all work undertaken by the section on behalf of the authority.

	Equipment:
	Responsible for proper handling of all relevant equipment.


	Other:
	None.




RELATIONSHIPS

	Accountable to:
	Planning Manager (Development Management)


	Contacts with other people:
	


	a) Own Department:
	Other officers and administrative staff.



	b) Elsewhere within the Council:
	Chief Executive, Deputy Chief Executive, Planning and Place Service Director, Chairman and other elected members as well as other services.


	c) Outside the Council:
	Members of the public and their representatives, applicants and agents. External organisations such as Environment Agency, Hertfordshire County Council and other Hertfordshire Authorities.



PHYSICAL CONDITIONS

	Location:
	Hybrid working between home and the Borough Offices.


	Exertion:
	Normal physical activity. 


	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:
	U37


	Hours:
	37 per week but expected to work such hours as required for best performance of duties.


	Overtime:
	Unpaid


	Car allowance:
	Casual user at standard rate per mile


	Housing:
	In accordance with Council policy


	Relocation / Removal:
	In accordance with Council policy




Other

	Is this an alcohol restricted post?
	No




EQUAL OPPORTUNITIES 
All staff are reminded that they must comply with Council Policy on Equal Opportunities 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
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

SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.
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