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JOB PROFILE

	SERVICE AREA
	Planning



	JOB TITLE
	Planning Officer – Development Management



	GRADE
	G



	RESPONSIBLE TO
	Corporate Manager
Team Leader




	KEY LIAISON WITH

	Planning Applicants, residents and Councillors
Key internal and external stakeholders and consultees



	JOB PURPOSE



	To assist in the provision of a fair, efficient and quality Development Management service, ensuring that all procedures are followed and targets are met.

The assessment of planning applications against established planning principles, national planning policies, the council’s adopted local plan policies and all other material considerations to produce a reasoned and justifiable recommendation for Members of the Council to determine the granting or refusal of permission.

To fulfil this role within the framework of service objectives, the Council’s corporate objectives and policies and any legal requirements. 




	JOB PROFILE LAST
REVIEWED
	July 2026



	KEY CORPORATE ACCOUNTABILITIES

	1. To work with colleagues to achieve service plan objectives/targets.

2. To participate in Employee Development Scheme/Appraisals and contribute to the identification of your own and team development needs

3. To actively promote the Council's Equal Opportunity Policy and Diversity Strategy and observe the standard of conduct which prevents discrimination taking place.

4. To ensure full compliance with the Health and Safety at Work Act 1974 etc., the Council's Health and Safety Policy and all locally agreed safe methods of work.

5. To fully understand and be aware of the commitment to Section 17 ‘Duty of the Crime and Disorder Act 1998 to prevent crime and disorder’.

6. At the discretion of the Head of Service, such other activities as may from                 time to time may be agreed consistent with the nature of the job described above.



	KEY SERVICE RELATED ACCOUNTABILITIES

	
The general duties and responsibilities of the postholder will fall within the following general areas, subject to the overall direction, policy guidelines and specific instructions of the Corporate Manager and/or the Chief Executive.

· Manage a varied caseload of planning applications, pre-application 
· enquiries and related submissions.
· Assess planning proposals against the Local  Plan, national planning policy and other material considerations.
· Undertake site visits and put up site notices as required
· Prepare written reports and recommendations for delegated decisions and, where necessary, Planning Committee.
· Negotiate amendments to development proposals where appropriate to achieve acceptable planning outcomes.
· Draft planning conditions and reasons for refusal where necessary
· Provide professional planning advice to applicants, agents, residents, Councillors and consultees
· Respond to correspondence via email, letter and phone call fully and in line with our service standards
· Build effective relationships with statutory consultees, neighbouring authorities and other stakeholders
· Maintain positive working relationships with other colleagues in both planning and the wider Council 
· Maintain up-to-date knowledge of planning legislation, national policy and case law
· Contribute to service improvements, policy development and the implementation of best practice
· Support wider corporate priorities relating to regeneration, housing delivery, climate change and sustainable development.
· Ensure performance targets, statutory deadlines and quality standards are achieved
· Maintain accurate records using the Council's planning and document management systems
· Contribute to the continuous improvement of planning processes and digital service delivery
· Assist with the monitoring and reporting of planning performance indicators.
· To take responsibility for keeping up to date with changes to national and local legislation, guidance and policy where it relates to the discharge of the Councils planning function
· To undertake regular training and continuous professional development 


This document is subject to review to reflect any changing operational needs of the service and the Council.





PERSON SPECIFICATION

JOB TITLE:			Planning Officer – Development Management

DEPARTMENT:		Development Management

Information for Applicants:  The Person Specification provides an outline of the experience, skills and abilities we expect the Successful Applicant to possess.  You should match your own skills, experience, and abilities to those listed below.  Tell us in what way you have carried out the criteria asked for.  Disabled people will be offered an interview where they meet the Essential Criteria alone

Method of Testing        
      1 = Application Form 	2 = Interview     3 = Assessment Tests

Weighting of Criterion                      
     1 = Low Importance   2 = Medium Importance   3 = High Importance 


	Key Competencies and Behaviours
	How Measured
1 - 3
	Weighting of Criterion 
1 - 3

	1.   Skills and Abilities – Essential

	· Articulate and able to communicate effectively

· Ability to work under pressure and achieve deadlines

· Thorough and well organised

· Computer literate with sound working knowledge of Microsoft packages, including word, powerpoint, outlook DMS Preferably iDOX

· Numerate

· Ability to work as a team member

· Ability to work with minimal supervision

· Adaptable

· Ability to work under pressure and achieve deadlines


· Ability to deal with people in various situations in a polite but informative and positive manner

· Self-confident and self-motivated.
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	1.   Skills and Abilities – Desirable

	· None

	
	

	2.   Special Knowledge – Essential

	· A sound understanding of the procedures relating to Planning

· An in depth knowledge of national and local legislation / policies relating to Planning

· A sound understanding of the decision making process for planning
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	2.   Special Knowledge – Desirable

	· None
	

	

	3.   Experience – Essential

	· None
	

	

	3.   Experience - Desirable

	· None
	
	

	4.   Other Requirements – Essential

	· Current Driving Licence

· Experience in Development Management in a local authority planning office
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	4.   Other Requirements – Desirable

	· None
	

	

	5.   Equality – Essential

	· An understanding of Diversity and Equal Opportunities

	1-3
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	5.   Equality – Desirable

	· None
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