[image: ]


	PERSON SPECIFICATION 


	ROLE:
PLANNING ASSISTANT (POLICY AND PROJECTS)

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications
(What qualifications are needed)

	· Degree (already confirmed or to be awarded in 2026) in Town Planning, Geography or related subject area.


	

	
Experience
(What they know)

	
· Demonstrable interest in town planning and policy work.
	· Experience in a public and/or private sector environment working in Planning or a related area. 


	
Skills
(What have they done)

	· Clear and concise report writing.

· Good IT skills (Word, excel, outlook, powerpoint)

· Good communicator.
	· Geographic Information Systems (GIS)




	

Behaviours
(Way of thinking and Acting)
	
TEAMWORK – Achieve more by working together

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

INNOVATION – Seek solutions to deliver services in the best way

· Brings innovative ideas
· Demonstrates creativity and openness to new ideas, avoiding rigid thinking



EFFECTIVENESS - focuses on achieving results
· Initiative-taking
· Self-motivating
· Ability to look for solutions when problems arise

RESPECT – Value the views and opinions of others 

· Good listing skills
· Personable


	TEAMWORK

· Understands the benefits of teamwork across an organisation


INNOVATION

· Always thinks with the end goal in mind.



EFFECTIVENESS

· Highly organised
· Not afraid to seek assistance and work collaboratively to achieve desired results

RESPECT

· Ability to understand differing opinions
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