JOB DESCRIPTION

DATE: 		July 2026 

JOB TITLE: 		Senior Planning Enforcement Officer 

DEPARTMENT: 	Planning, Housing & Regulatory Services  

SECTION: 		Development Management – Enforcement

GRADE: 		SO  

CAR STATUS: 	Essential User Car Allowance 

REPORTS TO: 	Planning Enforcement Manager 

GENERAL DESCRIPTION OF DUTIES: 

The Senior Enforcement Officer is responsible for investigating and resolving alleged breaches of planning control and related unauthorised works such as protected trees and listed buildings, undertaking site inspections, gathering evidence, and assessing cases against planning legislation, policy, and guidance within Tonbridge and Malling Borough.  This involves managing a complex caseload, negotiating with landowners and developers to secure compliance, preparing and serving enforcement notices and other legal documents, and representing the local planning authority at appeals, inquiries, and court proceedings. The post holder provides professional advice to colleagues, councillors, and the public, works closely with legal, the Planning Enforcement Manager and other council services, monitoring compliance with enforcement action, and providing supervision to junior officers. 

SPECIFIC DUTIES: 

· Undertake investigations (including such site and out of hours inspections as are necessary) into alleged breaches of planning control. 

· Liaise closely with development management planning officers to secure the cessation or other acceptable resolution of such contraventions by means most appropriate to the circumstances of the infringement. 
· Draft reports on planning enforcement matters to the Council’s Planning Committee. Attend such meetings and site meetings if required to do so. 

· Prepare preliminary statements and proofs of evidence on planning enforcement matters for enforcement appeal hearings, public inquiries and Court proceedings. Attend such hearings, give evidence and, if necessary, submit to cross-examination. 

· Maintain full and accurate enforcement records including the use of appropriate computer systems and map records. 

· Handle enforcement-related correspondence, telephone calls and enquiries. 
· Assist in the investigation and resolution of complaints relating to High Hedges under the Anti-social Behaviour Act. 

· Maintain close communication and liaison with the Council’s legal team, other Council Services, complainants, and alleged culprits and their professional advisers on all planning enforcement matters. 

· Compose and explain the Council’s case in Court proceedings and at appeal including using S77/78 powers under Criminal Justice and Public Order Act 1994, ensuring that the views of the Council are properly represented and to support team members with appeals.

· Ensure compliance with conditions imposed on planning decisions. 

· Serve summons, enforcement, stop and other planning enforcement notices, as necessary. 

· Undertake such district-wide surveys of any enforcement-related nature as may be required. 

· Undertake any other duties within the scope of the post as may be allocated by the Development Manager. 



This job description has been prepared as a working document to identify the main areas of responsibility of the post. It is not intended to be a definitive statement of the duties of the post, nor specifically to exclude any task which the postholder might reasonably be required to undertake.













Person Specification

DATE: 		July 2026 

JOB TITLE: 		Senior Planning Enforcement Officer 

DEPARTMENT: 	Planning, Housing & Environmental Health 

GRADE: 		SO 

CAR STATUS: 	Essential User Car Allowance 

REPORTS TO: 	Enforcement Team Leader 

	
	ESSENTIAL
	DESIRABLE

	Educational ability
	Secondary education to GCSE standard grade A*–C (or equivalent) in English & Maths.
	Degree or diploma in Town and Country Planning, geography, urban design, or a related environmental discipline, along with eligibility for Royal Town Planning Institute (RTPI) membership.

	Qualifications
	N/A
	Degree or diploma in Town and Country Planning, geography, urban design, or a related environmental discipline, along with eligibility for Royal Town Planning Institute (RTPI) membership.

	Experience
	Experience in investigating breaches of planning control, unauthorised works to Listed Buildings and protected trees (TPOs) and unauthorised advertising. 
Experience or knowledge of planning legislation and procedures. 
	Experience dealing with unauthorised Gypsy and Traveller sites and unauthorised encampments. Conducting PACE interviews, interview under caution and Prosecution statements.

	Personal Skill
	Conscientious with discretion in all aspects of work

Good communication skills

Physical ability to carry out site visits and attend site meetings.

Ability to read and interpret maps and plans.

Ability to write clear and accurate site notes, letters and reports.

Strong IT skills, and willingness to learn the functional use of various systems and databases.

Well-organised and with good time management skills.
	

	Attitude 
	Commitment to customer care and treating people with respect and politeness.

Prepared to work outside normal office hours (when required).

Willingness to share responsibility with others and to work as part of a team, taking instruction from senior or professional colleagues.
	



