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	LONDON BOROUGH OF MERTON

ENVIRONMENT & REGENERATION DEPARTMENT

JOB DESCRIPTION




	POST TITLE: PLANNER (CAREER GRADE)
GRADE: ME7 – ME13
DIVISION/SECTION: 
PLANNING AND PUBLIC PROTECTION –DEVELOPMENT CONTROL

LOCATION : MERTON CIVIC CENTRE
RESPONSIBLE TO : DEVELOPMENT CONTROL MANAGER

RESPONSIBLE FOR: SUPERVISING AND MENTORING PLANNING TECHNICIANS AND JUNIOR STAFF (ME11 AND ABOVE ONLY)
Post number:                                              Date: 9th March 2005



1. MAIN PURPOSE 


To undertake work in connection with town planning related matters, dependent upon specific areas of work. 


Duties included from ME7 up to ME11 are generic (G); applicable to Development Control (DC); or applicable to Plans and Projects (PP). 

Duties included in ME12 and ME13 of this job description are specific to either Development Control Section or Plans and Projects.
2.
MAIN DUTIES AND RESPONSIBILITIES

ME7 DUTIES

1.
To be familiar with the changes in techniques, legislation and guidance relevant to the field of work. (G)

2.
To respond in writing, by telephone or in person to enquiries from members of the public, developers and other organisations on town planning matters and advise appropriately. (G)

3.
To undertake site inspections (accompanied and unaccompanied) as required in relation to specific town planning tasks performed. (G)

4.
To ensure that third parties are appropriately consulted during all relevant stages of the development control process. (DC)

5.
To prepare reports on certificates of lawfulness, planning applications and applications for advertisement consent to be considered by delegated authority. (DC)

6.
To negotiate with planning applicants/agents as appropriate (in person, in writing or by telephone) to ensure that planning applications and advertisement applications dealt with by the post holder are determined in accordance with the development plan. (DC)

7.
To investigate alleged breaches of planning control and to report direct to the Principal Planning Officer (Enforcement) on any action (if any) to be taken. (DC)

8.
To provide cover on day-to-day matters in the absence of the supervising officer on matters directly relating to the duties of the post holder and refer more complex issues for decision where early responses are required. (G)

9.
To use information technology (ICT) and geographical information systems (GIS) as required. (G)

10.
To provide inputs into land use related policy statements and development control reports on straightforward issues. (PP)

11.
To contribute to the preparation of proofs of evidence required as part of the plan making process. (PP) 

12.
To ensure that land use records are maintained and updated. (PP)

13.
To contribute to the preparation of development plans, supplementary planning guidance and relevant background studies. (PP)

14.
To carry out surveys with regard to planning policy and development control matters. (G)

15.
To organise and prioritise work in accordance with targets including BVPI targets, targets contained within relevant service plans, Best Value Improvement Plans, business plans and individual appraisals. (G) 

16.
To carry out all duties and responsibilities in accordance with the Council’s policies covering equal opportunities and customer care. (G)

17.
To ensure that health and safety policies are implemented at all times and raise any concerns regarding their operation or any other safety matters with the appropriate line manager. (G)

ME8 DUTIES

1.
To prepare reports on planning and associated applications to be considered by the Planning Applications and Licensing Committee. (DC)

2.
To prepare written representation appeal statements in accordance with the Town and Country Planning Appeal (Written Representation) Regulations, reporting directly to the supervising officer. (DC)

3.
To initiate action to resolve identified breaches of planning control. (DC/ENF)

4.
To provide inputs to land use related policy statements on more complex issues. (PP)

5.
To prepare general guidance on the use of particular sites and areas to the level of detail required. (PP)

6.
To advise and give guidance on the preparation of illustrative material and technical work related to the field of study. (G)

7.
To provide policy guidance as part of the planning application determination process. (PP)

8.
Carry out monitoring exercises of plans and policies. (PP)

ME9 DUTIES

1.
To research and monitor land use information and changes. (PP)

2.
To prepare proofs of evidence required a sprat of the plan making process. (PP)

3.
To apply PC software to problem solving such as creating databases to store, analyse and create reports. (PP)

4.
To have basic knowledge of trees and the ability to deal with applications relating to tree works in conservation areas and protected trees. (DC)

ME10 DUTIES

1.
To attend and contribute to public meetings to discuss areas of work covered by the relevant team. (G)

2.
To prepare reports on complex planning application and planning enforcement issues to the Planning Applications and Licensing Committee (with some applications requiring standard S.106 Obligations). (DC)

3.
To prepare written statements on planning and enforcement appeals to be considered by way of hearing and to appear at the hearing as the Council’s witness. (DC)

4.
To undertake and review land use related policy statements making recommendations as necessary. (PP)

ME11 DUTIES

1.
To identify and analyse changes in land uses and assess the implications for development control and planning policy. (PP) 

2.
To provide commentary on land use and related policy statements and technical assessments provided by other authorities and organisations. (PP)

3.
To assist in the supervision of more junior members of the team, including planning technicians. (G)

4.
To prepare proofs of evidence in relation to appeals against the refusal of planning permission and enforcement appeals (considered at public inquiry) and to appear as the Councils planning witness at the public inquiry. (DC)

5.
To determine/resolve complex enforcement complaints including appearing in court as the Council’s witness. (DC)

6.
To advise those responsible for planning policy of the need for policy review and contribute to its formulation and contribute to the preparation of planning briefs. (DC)

DEVELOPMENT CONTROL SECTION – ME12 AND ME13 DUTIES

ME12 DUTIES

1.
To carry out ME11 duties to a high standard (in terms of quality, efficiency/effectiveness of process and in compliance with performance targets) within minimal supervision. 
2.
To be responsible for the supervision and mentoring of planning technicians within the team.
3.
To be responsible for the coordination and supervision of planning appeals, ensuring that the Council complies with Regulations and submit the eventual statement within the prescribed period. To be responsible for preparing the reports to the Planning Applications Sub Committee on appeal decisions.

4.
To assist in the management and motivation of the Planning Enforcement Team, allocating work tasks and coordinating work programmes in order to process planning enforcement complaints and associated planning applications and enforcement action as appropriate.

5.
To provide cover on a day to day basis in the absence of the Principal Planning Officer (Enforcement) for matters directly relating to the duties of the post holder and refer complex issues for decision where appropriate or where early responses are required.   

ME13 DUTIES

1.
To assist in the management and motivation of one of the development control teams (North/South), allocating work tasks and co-ordinating work programmes in order to process planning applications, advertisement applications, listed building and conservation area applications, planning appeals and planning advice and guidance or planning enforcement complaints in accordance with agreed departmental standards and targets.

2.
Following modifications to the scheme of officer delegation, to contribute to the planning applications determination process (as the first signatory) in relation to non-controversial applications including Certificates of Lawfulness and householder and advertisement applications where no objections have been received and the officer recommendation is in accordance with the development plan.

3.
To provide day to day cover in the absence of the Principal Planning Officer (North/South) for matters directly related to the duties of the post holder and refer complex issues for decision where appropriate or where early responses are required.

4.
If required, to represent the Section at the Conservation Areas and Design Advisory Panel and to present items for consideration by the Advisory Panel.

5.
To represent the Department/Division as required at meetings with outside bodies and to present reports and officer advice to Members at the Planning Applications and Licensing Committee

6.
To prepare and give evidence and statements at public inquiries in response to applications “called in” by the Secretary of State.

7.
To assist the Principal Planning Officer in the supervision, management and training of more junior members of staff and input into the staff appraisal process as appropriate.

PLANS AND PROJECTS SECTION – ME12 AND ME13 DUTIES 

ME12 DUTIES

1.
To advise the Greater London Authority (and other strategic bodies) on strategic planning, design and conservation matters as appropriate, which are relevant to Merton, and provide the Council’s input to the Mayor’s Spatial Development Strategy and other strategies as appropriate.

2.
To produce Supplementary Planning Guidance to the Unitary Development Plan, including site development briefs, design and conservation advice as appropriate, and gain approval of these documents as Council policy.

3.
To identify opportunities for regeneration of areas and sites primarily of strategic importance having regard to planning, design and conservation considerations as appropriate, and prepare policies and proposals.

4.
To negotiate with individuals, developers and others, and liase with adjoining authorities and other bodies on planning, design and conservation matters as appropriate, and advise the Council.

5.
To prepare reports on non-routine matters to the Cabinet / Cabinet Portfolio Holder and/or the Scrutiny Commission where a Key Decision is required.

6.
To identify gaps in information relating to planning, design and conservation matters, and identify the requirements to fill those gaps.

ME13 DUTIES

1.
To make a significant contribution to the preparation and revision of all stages of the Unitary Development Plan by taking responsibility for important policy areas, land use and site development proposals, responding to objections, preparing and presenting proofs of evidence at Hearings/Public Inquiries, and preparing Modifications to achieve Adoption of the Plan. .

2.
To develop public consultation techniques and procedures including Local Strategic Partnerships, and be responsible for carrying out public consultation, responding to key issues of public concern.

3.
To represent the Plans & Projects Section at corporate project team meetings and working groups and to represent the Council at external meetings as required.

4.
To provide cover in the absence of the appropriate Team Leader, Plans and Projects, for matters directly relating to the duties of the post-holder and respond to complex issues where early responses are required.

5.
To assist the appropriate Team Leader, Plans and Projects, in the supervision of temporary staff, including training and advice on the application of ICT facilities.

6.
To assist the appropriate Team Leader to carry out and report the results of audits of service quality and make a major contribution to Best Value reviews on matters relating to the Post.

7.
To manage projects and work flow, advising the appropriate Team Leader, on more complex matters and conflicting priorities.  

8.
To contribute to the recruitment of staff.

9.
To assist in the appointment of consultants, including the preparation of briefs and the assessment of consultant’s submissions, and to be responsible for managing consultant’s studies and reporting the outcome to the appropriate authority.

10. To assist the appropriate Team Leader, Plans and Projects, in the preparation of work programmes for the Team, having regard to the Departmental Service Plan and budget provision.

	LONDON BOROUGH OF MERTON

 ENVIRONMENT & REGENERATION DEPARTMENT

PERSON SPECIFICATION




	POST TITLE: PLANNER (CAREER GRADE)
Grade:  ME7-ME13
Date: 29th April 2017



1. Knowledge

To have a knowledge and understanding of dealing with planning applications including whether development proposals require permission in accordance with statutory and Council policy and procedure. 

To have knowledge of current legislation appertaining to development control work.  

2. Skills

Ability to prepare reports on planning applications and appeals – accurate and concise report writing skills.  

Ability to monitor the progress of planning applications in order to achieve decisions within specified/laid down time scales, ie monitoring skills, time management skills. 

Ability to identify breaches and infringements of planning control and take action as necessary in accordance with procedure.

Ability to carry out site visits.

Be able to prepare drawings etc as necessary, of proposals for Member 

presentation.  

Ability to negotiate/respond to public and developer enquiries, ie speaking and advisory skills.  Performance monitoring skills (ME7 and above).  

Ability to respond and prepare reports on complex planning applications (ME8 and above).  

Initiate action as necessary in accordance with procedure for breaches in planning control (ME8 and above).  

Draft reports on planning appeals, ie high level writing, analytical skills (ME9 and above). 

Ability to attend and contribute on Authority’s behalf to public and other meetings (ie presentation and speaking skills).  

To give guidance to and advise on technical and administrative work related to field of study.  

Ability to drive and must hold a full and valid current driving licence.  
Drawing and sketching skills as required for the purpose of presenting schemes and proposals to Committee Members for consideration.  

To advise on legislative changes from Central Government on relevant planning matters.  

Ability to liase on planning issues with other professional such as Valuers, Engineers, etc.  

Ability to comply with the Council’s Equal Opportunities and Customer Care Policies.  
3. Experience/Training

HNC/HND in Town Planning or related subject (or equivalent).  
Degree or equivalent (ME8 and above).  

Post qualification work experience in a professional office in the field of Town Planning (ME9/10 and above).

Post qualification experience with the ability to deal with the full range of planning application matters in all respects  (ME11 and above).

