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Job Description and Person Specification


Last Updated
February 2026

Job Title
Planning Technician and Local Land Charges Officer

Service Area
Strategic Programmes

Grade
Grade 8

Reports to
Reports to Planning Services Manager 

Location
Muriel Matters House, Hastings, East Sussex

Purpose of the Job
To provide technical and administrative support across Development Management and Local Land Charges, ensuring planning applications and land charges searches are processed accurately, lawfully and within statutory timescales, and maintaining high-quality records including the Local Land Charges Register.





Job Description
Main Responsibilities
· Process, register, plot, consult and amend planning applications, pre-applications, enforcement queries, appeals and complaints in the corporate system, ensuring compliance with planning legislation, regulations and national and local validation requirements, meeting statutory deadlines. Respond to enquiries having regard to internal procedures, local and national policy and regulations. Use GIS and spatial data layers to support planning constraints checks

· Administer consultations and manage the public planning register, including reviewing and redacting representations in line with GDPR and the Council’s redaction policy.

· Provide administrative support to Planning Committee, appeals and enforcement processes, including formatting/producing documents, administering amendments and setting up enforcement complaints as directed.

· Provide accurate planning history and planning-related CON29R responses (including full planning history checks) 

· Deliver Local Land Charges searches (CON29 and EIR) end-to-end: assess submissions, collect fees, set up cases, plot extents on GIS, request and capture responses, and issue search results within statutory timescales.

· Maintain the Local Land Charges Register, including registering new charges with HM Land Registry within required timescales and ensuring records are complete, accurate and auditable.

· Manage and reconcile related financial administration: record payments, support correct income coding, raise purchase orders/sales invoices where required, and validate external quarterly invoices against Council records.

· Administer refunds and fee queries in line with corporate procedures.

· Serve Enforcement Notices for Planning Enforcement Officers

· Provide clear advice and guidance to customers, agents, solicitors/search companies, councillors, contact centre staff and internal colleagues on planning, enforcement and land charges processes and timescales.

· Train, coach and support new team members on planning and land charges procedures and systems, contribute to continuous improvement by identifying and recommending procedural or form changes where beneficial.



· Maintain robust electronic and paper records (scanning/indexing/EDRMS), manage relevant inboxes and task lists, and coordinate administrative support activities (post, stationery/PPE ordering, meeting arrangements) to support service delivery.

General Responsibilities
· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.

· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 
 
· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require a Basic, Standard or Enhanced DBS (Disclosure and Barring Service) Check to be carried out. An enhanced check provides details of a person’s convictions, cautions, reprimands and warnings held on the Police National Computer. In addition, it includes a check of the relevant barred list and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). Please see below Person Specification if a DBS check is required for this post. 
The information received from the DBS service will be kept confidential and the information will be objectively assessed to establish whether you are suitable for the position. We will ensure that conviction information is not misused and that ex-offenders are not treated unfairly. 


The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.


















Person Specification
Job Title
Planning Technician and Local Land Charge Officer
Essential Requirements
Qualification
1. Good standard of general education including GCSE (or equivalent) English and Maths strong literacy and numeracy skills.
Experience
Experience of administrative/technical work within a planning, land charges, property, legal or regulatory environment. 
Experience handling high volumes of casework to deadlines
Experience providing customer advice and written correspondence.
Knowledge
Understanding of planning application processes and validation requirements
Awareness of planning law/policy and statutory timescales
Knowledge of Local Land Charges processes and the importance of accurate register/search information
Good working knowledge of word processing, databases and spreadsheets and able to use financial systems
GDPR and confidentiality requirements.
Person Aptitude and Skills
Excellent attention to detail and accuracy 
Ability to interpret plans and information and use GIS/records to verify extents and history
Strong problem-solving and prioritisation skills 
Confident written and verbal communication with a range of audiences 
Ability to train/support colleagues 
Resilient and able to manage conflicting demands.
Confident using case management and document management systems and Microsoft 365
Ability to learn and apply specialist systems (e.g., Acolaid, GIS, EDRMS, Unit 4, payment systems) and follow detailed procedures.
Ability to review and analyse data and information
Ability to project manage work to meet internal and external targets
Ability to work independently and as part of a team
Ability to retain information






Behavioural Approach 
Satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances
Initiative
Team Player
Flexible

Circumstances
Ability to work flexibly to meet service demands, including hybrid working arrangements as required.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.
DBS Check Requirements
This role does not require a DBS check.


Desirable Requirements
Qualification
Relevant qualification or training in planning administration, local government administration, land/property or a related area.
Experience
Experience in a local authority planning or land charges team 
Experience using Acolaid (or similar), corporate GIS, LLPG/gazetteer systems and/or HM Land Registry portals.
Knowledge
Detailed understanding of Local Land Charges Rules 2018 and related processes
Familiarity with redaction practices for planning representations 
Knowledge of planning fee regulations and income coding.
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