Job Description and Person Specification

Job details
Job title: Principal Planning Policy Officer 
Grade: TBC	
Reports to: Lead Officer – Planning Policy or Lead Officer – Planning Projects
Responsible for: None
Directorate and Service area: Place & Economy / Growth & Regeneration

Purpose of the job

To lead the development and delivery of the Local Plan and other planning policy initiatives in accordance with the National Planning Policy Framework (NPPF), relevant legislation, and best practice. The role involves managing complex policy projects, preparing evidence bases, engaging with stakeholders, and supporting the Council’s strategic planning objectives. The postholder will also mentor junior staff and contribute to corporate initiatives and cross-departmental collaboration.
Principal responsibilities 

Generic:
1. Support senior colleagues and Managers in the Planning Service with all day-to-day operations within the framework of delegated authority and operational guidelines.
2. Supervise, mentor and/or direct assigned staff, and deputise for the Lead Planning officers in staffing matters as required. 
3. Support the preparation and maintenance of Personal Development Plans, performance appraisals and reviews for all assigned staff. Annually review job descriptions and to ensure records are kept of all training and development undertaken by staff within the team. Mentoring other team members and deputising for the Lead Planning Officers and Heads of Service as required.
4. Ensuring the highest levels of customer service.
5. Support initiatives and all aspects of process improvement and systems review where needed.
6. Take responsibility for personal development and continuous improvement to develop a thorough understanding of current issues, processes, legislation and systems.
7. To maximise personal productivity, minimise errors and produce high quality and timely work outputs. 
8. Attendance at evening and weekend meetings/committees/exhibitions.

Planning Policy & Projects
9. Lead the preparation, review, and implementation of the Local Plan and associated planning policy documents.
10. Manage complex policy projects and workstreams, including commissioning and overseeing technical evidence and studies.
11. Ensure planning policy is informed by robust evidence, stakeholder engagement, and public consultation.
12. Support the development and implementation of a policy framework to secure developer contributions.
13. Prepare and present reports for committees, public inquiries, and examinations in public.
14. Provide expert advice on planning policy matters to internal service areas and directorates, Councillors, and external stakeholders.
15. Support and guide communities preparing Neighbourhood Plans.
16. Maintain and analyse planning policy databases and monitoring systems and report the findings both internally and as a part of statutory requirements.
17. Secure funding and manage the delivery of major projects.
18. Represent the Council at public exhibitions, meetings, and external forums.
19. Lead or assist in the procurement and management of consultants for specialist advice.
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. Understand the Council’s commitment to Corporate Parenting and take responsibility to support this commitment. Enable the Council to be the best corporate parents possible to children and young people in our current and previous care. 
4. 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.
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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.
Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	· A relevant degree or equivalent qualification to allow access to Chartered membership of the Royal Town Planning Institute (or equivalent)
· Chartered membership of the Royal Town Planning Institute (or equivalent), or demonstration of eligibility for full Chartered Membership

	· Chartered Membership of the RTPI



	Experience and Knowledge
	· Extensive experience in planning policy, including Local Plan preparation. Strong knowledge of NPPF, planning legislation, and best practice

· Experience in public engagement and consultation

	· Emerging knowledge or experience of coaching, mentoring, and supporting the professional development of others

	Abilities and Skills
	· Highly capable and effective communicator in verbal (including presentations) and written forms requiring limited supervision and revision, and proficient in writing clear and concise reports for different audiences and purposes

· Able to deliver excellent customer service under pressure

· Computer literate

· Good organisational skills and project management skills

· Able to travel independently to multiple sites across the Council’s administrative area to undertake site visits on a frequent basis if needed, 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

· Good personal presentation

· A team player

· Confident and assertive
	· Capable negotiator and facilitator, who is able to build effective relationships and achieve co-operation from other colleagues, Councillors, stakeholders and members of the local community

	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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