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 Hastings Borough Council

Job Description

Job Title

Administration Officer
Directorate

Place and Development
Grade

Grade 10 
Reports to 

Planning Policy Manager
Location
Muriel Matters House
Purpose of the Job
This is an administration role, providing support to Planning Policy:

Main Responsibilities

1. Carry out administrative tasks such as, but not limited to, filing (electronic), raising purchase orders, ordering goods, processing post, scanning, organising meetings (booking rooms, preparing agendas, taking minutes, follow up outstanding tasks and actions), responding to general queries from members of public, elected Councillors and other stakeholders, and setting up complaints. 

2. Support the Planning Policy Manager in the development and ongoing evaluation of projects and risk management/mitigation plans.  Maintain risk registers and tracking systems in relation planning policy projects. Monitor programme/project performance and produce progress reports in accordance with agreed formats and timeframes.
3. Assist in arranging and participating in engagement and consultation exercise with stakeholders in the preparation of local plan and related documents.  

4. To maintain and update published planning policy information on the council’s website as a ‘superuser’ and work with the council’s external consultation software systems.  

5. To assist in the recording of housing and employment development rates and related survey work, to inform planning policy performance monitoring, other monitoring tasks related to planning policy.
6. As required, assist in the processing, recording and publication of comments and representations received at Regulations 18 and 19 stages of the Local Plan production process. 

7. As required support the Planning Policy team with logistics for the Local Plan pre-Examination, Examination and post Examination processes.

8. Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.
9. Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.
10. To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.
11. 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 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.

Hastings Borough Council
Person Specification

Job Title

Administration Officer

Directorate

Place and Development

Essential Requirements

Qualification

12. Good standard of English and Maths (to GCSE level or equivalent)

Experience

13. Experience in an administration role
Knowledge
14. Good working knowledge of word processing, databases and spreadsheets 
Personal Aptitude and Skills 
15. Good communications skills

16. Ability to organise work to achieve team, Council and Government targets
17. Accuracy and attention to detail

18. Ability to successfully communicate with people by telephone or email and liaise with external agencies 

19. Ability to work to deadlines

20. Ability to work from home
Behavioural Approach

21. Well organised

22. Flexible
23. Team Player

24. Initiative
Desirable Requirements

Experience

25. Experience of using Ordnance Survey mapping

Knowledge

26. Able to use financial systems

27. Good knowledge of the local area

28. Knowledge of the Planning Process

Personal Aptitude and Skills

29. Ability to read and understand Ordnance Survey Mapping
Further behavioural information can be found in our Staff Competency Framework which is included in this pack.  Interviews will include competence-based questions and our managers are appraised against the framework as part of our performance management process.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Administration Officer (Planning Policy) May 2026


Page 1 of 5

