Job Description and Person Specification
Job details
Job title:				Planning Technician
Grade:					Band 4
Reports to:				Operations Lead Officer 
Responsible for:			N/A
Directorate and Service area:		Growth and Regeneration 

Purpose of the job

This role works across the Planning Service to provide technical administrative support to Planning Policy, Development Management, Street Naming and Numbering, and Planning Enforcement. The postholder will fulfil allocated tasks and duties to meet the operational demands of the Planning Service. 

Principal responsibilities 

1. To undertake tasks and duties as designated, to enhance performance and assist colleagues and Managers in the Planning Service to ensure the highest levels of customer service.
2. Administer shared email mailboxes and respond in a timely and professional manner to questions and requests for support from members on the public seeking to engage with the Planning Service. 
3. To support the timely responses to (and monitoring of) customer, MP and Councillor complaints and feedback to ensure the Planning Service is consistently meeting corporate service standards.
4. To support the regular entry and maintenance of data into, and the collation of data from databases and mapping systems 
5. Ensure the timely registration, validation and processing of planning applications and planning related submissions 
6. Support IT superuser for planning systems by providing training and support to users    
7. Calculating planning application fees to ensure these are correct and requesting additional fees, as necessary. Process and record payments received.
8. Manage the printing, collating and distributing of communications to the public during public consultation programmes. 
9. Organise the venues and practical arrangements for meetings, events and external Public Exhibitions.
10. To be responsible for processing and making recommendations to support the discharge the Council's statutory responsibilities with regard to street naming and numbering (SN&N) in accordance with the Council’s SN&N Policy.

General responsibilities applicable to all jobs

1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.

2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).

3. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.

This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
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Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	Educated to GCSE standard (Grade C / Level 4 or above) in Maths and English (or equivalent) or equivalent experience to demonstrate the same level of numeracy and literacy skills. 
	Ability to take measurements and work out areas on plans. 
Simple mathematical calculations, for example to calculating areas, cubic capacity and calculating fees.  

	Experience and Knowledge
	A basic knowledge of planning process and an ability to understand policy documents, plans, maps (including GIS) and architectural drawings.
Demonstrate ability to prioritise workload and operate under own initiative. 
Demonstrate evidence of use of numerical and literacy skills.
Experience in administrative processes.
	Experience of using computerised planning systems and GIS.
Working knowledge of current planning legislation and practice. 

	Abilities and Skills
	Good communication skills
Able to deliver excellent customer service under pressure
Computer literate with experience of Microsoft Office applications (Word, Excel, Outlook, PowerPoint) and experience with document management systems.
Good organisational skills



Willingness and ability to travel as required independently to multiple sites across the Council’s administrative area to undertake site visits, or further away to attend meetings and events on behalf of the Council. For example, the ability drive with access to own transport.  
Good time management skills
The ability to carry out site visits or investigations on a variety of outdoor locations including domestic properties, overgrown land, and building sites. Must be able to use ladders and scaffolding and be able to walk across sites with uneven ground conditions.
	

	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
	

	Additional Factors
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