JOB ID REFERENCE NO ID2849
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JOB DESCRIPTION

DETAILS OF THE JOB

	JOB TITLE 
	Planning Assistant

	DEPARTMENT
	Planning & Regulatory

	SERVICE/TEAM
	Planning

	REPORTS TO (JOB TITLE & JOB ID)
	Planning Policy/Planning Control Leads

	GRADE 
	G08

	

	IS WELSH ESSENTIAL or DESIRABLE FOR THE JOB (See Vacancy Management  Form) - Criteria:

	Please indicate as appropriate - Insert a Yes (essential) or No (desirable)

	The post needs to assist welsh speakers – internal employees and/or service users.
	No

	Is this a post in which contact with the public is its primary function (external)?
	No

	Is this a post providing a public service in a Welsh language community or will serve a Welsh speaking area (Rhos/Ponciau, Glyn Ceiriog, Ceiriog Valley, Coedpoeth, Penycae)?
	No

	VERSION CONTROL (INSERT DATE OF DEVELOPMENT)
	V8 updated 6/10/2021

	IS THIS POST ELIGIBLE FOR A DBS CHECK
	NO



SECTION 1: JOB PURPOSE

	
To assist in the delivery of the Planning Service by supporting the delivery of the Planning Control and Planning Policy functions. 
The post holder will undertake the validation of Planning applications, give pre-application advice and guidance to customers in respect householder and routine Planning enquiries and assess and make recommendations in respect of householder and routine Planning applications.   
The post holder will assist in the monitoring and investigation of breaches of Planning control, the formulation of Planning policy and guidance and the preparation and presentation of the Council’s case at Planning appeals and Local Plan Examination in Public.  






SECTION 2: DIMENSIONS

	
The objective of the role is to assist in the delivery of the Planning control (including enforcement) and Planning policy functions in the processing of enquiries and applications and the formulation of policy and guidance.  
The post holder will report to the Planning Policy and Planning Control Lead Officers, but his/her development will be supported by the Senior Planning Officers.





SECTION 3: PRINCIPAL DUTIES AND RESPONSIBILITIES

	NO.
	Description of Principal Duty or Responsibility
	APPROX % Time on each (min 5%)

	1
	Complete and respond to householder and routine Planning enquiries throughout the Planning Service.
	

	2
	Examine Planning applications for householder and routine developments to assess their merit in terms of the Council’s Planning policies and all other material considerations.
	

	3

	Monitor and support the implementation of Planning policies, area studies and development briefs. 
	

	4
	Undertake data collection, surveys, research and analysis to underpin the development of Planning policy and assist with the production of the Annual Monitoring Report (AMR). 
	

	5

	Undertake validation checks of planning applications to ensure that they are accompanied by the necessary plans and technical reports.
	

	6

	Support consultation and liaison with other departments of the Council, external bodies and organisations and the public about planning matters. Support stakeholder awareness and engagement activities.
	

	7

	Assist with discussions with applicants, objectors, developers, Members and other interested parties to ensure that Planning applications achieve the objectives of national and local Planning policy and, if necessary, support to secure amendments to proposed developments.
	

	8
	Provide pre-application advice to potential applicants to ensure that they are aware of relevant Planning policies and issues of concern. Advise on development prospects and land availability.
	

	9

	Support the preparation of reports and recommendations for consideration by the Chief Officer Planning and Regulatory.
	

	10

	Support the preparation of evidence on behalf of the Council in relation to Planning appeals and Planning policy matters and attend enquiries, Examination in Public and/or hearings to support the Planning Officers.
	

	11
	Collect evidence in relation to breaches of Planning control.
	

	12
	Inspect and visit sites to ensure compliance with Planning legislation
	

	13
	Assist in ensuring enforcement action is undertaken in an efficient, effective and lawful manner.
	

	14
	Keep up to date with changes in Planning legislation, procedures and relevant decisions of inspectors and the Courts.
	

	15
	Contribute towards the advancement of the Planning service.
	

	16
	Undertake such duties as may be allocated. 
	


SECTION 4: CONTEXT STATEMENT

	
The Planning Assistant will work under the direction and supervision of the Senior Planning Officer. 
He/she will support all the areas of the Planning Service, but will be allocated work appropriate to this level. 
Advancement to Grade 9 Area Planning Officer is not automatic, and will be based on time served performance and qualifications and experience, but is contingent on the needs of the service as determined by the Chief Officer at that time 





	SCP
	Grade
	POTENTIAL ELIGIBILITY FOR CAREER PROGRESSION

	
	
	Planning Assistant L08
	Area Planning Officer L09

	26-31
	L08
	RTPI accredited degree (e.g. Town Planning, Civic Design)
	

	30-35 
	L09
	
	Must be eligible for full corporate membership of RTPI on appointment.
To progress to full corporate membership of RTPI and maintenance of an up to date CPD record and training plan.






[image: wcbc black small]PERSON SPECIFICATION

	Job Title
	Planning Assistant

	Job Evaluation ID
	2849

	Grade
	G08



	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	Degree in a Town Planning / Civic Design / Geography / Environment related discipline or equivalent experience
	
	
	F.C

	National Standards/ Competencies /Professional Body 
	
	
	

	RTPI accredited 
	
	
	F.C

	Specialist Knowledge
	
	
	

	Knowledge of Planning legislation
	
	
	F.I.R

	Knowledge of development control – application and appeals processes – or Planning policy
	
	
	F.I.R

	Knowledge of social, economic and environmental issues and trends
	
	
	F.I.R

	Able to undertake surveys, data collection, analysis and monitoring 
	
	
	F.I.R

	Use of Microsoft Office and mapping software
	
	
	F.I.R

	Practical and Intellectual Skills
	
	
	

	Ability to communicate in Welsh
	
	
	F.I.R

	Team working and interpersonal skills
	
	
	F.I.R

	Community engagement
	
	
	F.I.R

	Communication – written and verbal
	
	
	F.I.R

	Organisation / prioritisation of workload and time management skills
	
	
	F.I.R

	Personal Attributes
	
	
	

	Flexibility
	
	
	F.I.R

	Trust
	
	
	F.I.R

	Integrity
	
	
	F.I.R

	Commitment
	
	
	F.I.R

	Honesty
	
	
	F.I.R

	Creativity and Innovation
	
	
	F.I.R

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	
	
	F.I.R

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	
	
	F/I



* Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F	Job Application Form	C	Certificate of Qualification
	I	Interview	T	Test
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