


									
		Role Profile:

	Developer Contributions Officer (career graded)

	Contribution to Council Strategy

	This role makes a positive difference to the District by supporting delivery of a
revitalised district with infrastructure that meets our ambitions.


	Grade 3-5 (dependent on experience/qualifications)

	Operations Directorate
	November 2026




	

	Your role delivers:
	· The collection and monitoring of developer contributions
· A high level of customer service for residents, developers, agents, the leadership team and other officers
· Effective and reliable processing, recording and storage of information and data.
· Compliance with the Data Protection Act 2018 and the CIL Regulations 2010 (as amended)

A flexible approach is required, as your role will assist with the general running of the Developer Contributions function.  These duties include the administration of CIL and S106 developer contributions, associated report writing (Grade 5) and providing cover for other team members as and when required


	You have these essential criteria for the role:


	Grade 3
· A good level of literacy and numeracy 
· GCSE (or equivalent) Maths and English Grade C (or equivalent) or above
· Willingness and ability to self-motivate and perform role with minimum supervision
· Ability to work as a team member and as an individual showing appropriate initiative
· Ability to organise and prioritise a wide range of tasks with conflicting pressures for completion
· Ability to work methodically and be meticulous, especially in maintaining accurate records
· Ability to manage challenging situations and difficult customers
· Good IT skills
· Commitment to accuracy and quality
· Good communication skills, including producing clear and professionally written reports
· Good analytical ability
· Reliable and able to work to tight deadlines
· Versatile and adaptable to different work requirements
· Ability to carry a large and varied workload
· Good working knowledge of Microsoft Office software
· Good team and corporate player
Grade 4 (in addition to the above)
· Experience of reporting, monitoring and professional letter writing
· Experience of working with a range of customers and professional organisations
· Working knowledge of specialist system software specifically planning and contributions data base systems
· A high level of accuracy and attention to detail to be able to provide reliable information and review information prior to publication/submission
Grade 5 (in addition to the above)
· Effective management and monitoring of planning obligations from S106 agreements and CIL in a manner that is consistent with meeting corporate targets and objectives
· A minimum of three years’ experience within a Developer Contributions Team or similar related role
· An overall knowledge and understanding of the planning process 
· Maintain a professional approach, with the ability to communicate complex information to a broad range of customers, including Councillors and Parish Councils as well as internal colleagues, and senior managers
· Forward thinking and Creative
· Demonstrable experience of writing reports
· Compilation and delivery of presentations relating to CIL and S106 to stakeholders
· Demonstrable ability to manage complex financial monitoring with regard to CIL and S106

	You may also have these desirable criteria for the role:


	· NVQ Level 4 or equivalent in a relevant discipline (or working towards)
· Experience of working in a town planning or financial or legal environment
· Experience of working in local government
· Working knowledge of specialist system software– specifically Planning and contributions database systems e.g. Idox Cloud, Exacom etc.
· A working understanding of the planning process and the legislation governing the collection and expenditure of infrastructure funds from S106 developer contributions and CIL (Grade 4/5)
· Full UK driving license (Essential for grades 4/5)
· Ability and willingness to work from home

	Your role manages:
	· Your own workload, in discussion with the Community Infrastructure Team Leader and the Senior Developer Contributions officer/s

	Your role impacts:
	· Residents, Businesses and visitors in the District
· Developers, and planning agents
· The work of other teams in the Council 

	Your role connects you with:

	· Elected members of East Hampshire District Council and Local Parish/Town Councils
· Residents, businesses and visitors in the District
· Developers, planning agents and consultants
· Various officers of the Council, particularly in Finance, Planning and Legal

	Success in the role means:
	· Contributing to the smooth running of the systems for collecting developer contributions in line with legal requirements
· Ensuring the timely spend of contributions in line with legal requirements and Council policy 
· Maintaining effective monitoring of amounts received and spent
· Being highly flexible within the working day to meet the needs of your customers 
· Recognising when planned work is off track and taking steps to address this 
· Working collaboratively with other colleagues to deliver accurate work
· Sharing operational knowledge and learning with other colleagues 
· Continuously looking for ways to work more efficiently and work digitally 
· Being regarded by others as reliable, helpful, and resourceful
· Providing quality advice to customers of the service


	Your role regularly includes:

	· Undertaking tasks in relation to the monitoring, collection and transfer of CIL payments including issuing notices and keeping the electronic monitoring system up to date. Maintaining effective monitoring of amounts received and spent.
· Undertaking all tasks in relation to the collection, monitoring and transfer of Solent Recreation Mitigation Strategy (Bird Aware Solent)) payments (and other similar payments), including recording legal agreements for applications and appeals;
· Liaising with applicants and their agents to ensure timely payment of CIL moneys due
· Acting as a point of contact for residents, developers, and their agents, by dealing with telephone calls, emails and in person enquiries, ensuring customers receive a high standard of service 
· Providing guidance and advice to officers on planning applications in relation to developer contributions
· Using the Council’s finance system in relation to the collection and spend of developer contributions.
· Undertaking research into historic developer contributions cases and reconcile different information sources and monitoring systems
· Undertaking administrative support functions for the Developer Contributions Team, such as acknowledging external emails, replying to letters, taking messages, updating the website, co-ordinating diaries, photocopying and filing, in order to assist the flow of communication within the Planning Service.
· Assisting in completing and collating information for internal, Government and other returns and audits.
· Assisting with S106 monitoring as requested by the Senior Developer Contributions Officer
· Undertake the action of CIL appeals process including recording details of the appeal on the CIL collection system and issuing standard correspondence generated by the system.
· Responding to requests for information and surveys in relation to planning obligations, including requests under the Freedom of Information Act.


	Your key inputs into the role are:
	· Applying your knowledge of systems/databases
· Working with close managerial direction
· Using good communication skills and empathy to work well with customers
· Checking your own work for accuracy and having attention to detail.


	All members of staff are required to:
	· Comply with all statutory requirements and regulations, and policies and procedures of the Council within the remit of the post
· Be responsible for making themselves familiar with the council's Safeguarding Policy and raising any concerns that they have with their line manager, Safeguarding Lead and the relevant external agencies
· Be responsible for making themselves familiar with the Council’s health and safety policy and fulfilling any duties, responsibilities or tasks relevant to the post
· Contribute to Risk Management, including Financial Management practices within the remit of the post
· Comply fully with the Data Protection Act 2018
· To actively participate in both corporate and post specific learning and development activities and to continually develop skills and abilities within the role
· To contribute to a work environment in which everyone is treated with dignity, respect, courtesy and fairness and where all employee behaviour is in line with the Council’s values


	Other requirements:
	

	DBS Check
	Not required

	Travel
	Full UK Driving Licence desirable for this role - Essential User Rate

	Politically Restricted Post
	This post is not politically restricted under the Local Government and Housing Act 1989 and the Local Government Officers (Political Restrictions) Regulations 1990

	UK Full Driving Licence
	Desirable Grade 3 – Essential for Grade 4/5

	Statutory Post
	This post is not a statutory post under the Local Government and Housing Act 1989 and Local Government Act 1972
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