

Job Description

Regeneration and Enterprise



Job Title

Directorate

Planning Services 


Post NumberAssistant Planning Officer
DUE067
Grade 7
£31,537
£34,434
SCP 18-23

Planning Policy 


Division




Grade

Salary

Section









Reports ToPrincipal Planning Officer





Purpose of the Job

Development Control: to deal effectively and efficiently with a caseload of less complex applications/appeals and related activities including the provision of pre application advice to residents, business and developers and members.

Policy: to deal effectively and efficiently with the preparation and implementation (including monitoring) of the Development Plan.

Enforcement: to deal effectively and efficiently with a caseload of enforcement investigations and related activities including the provision of advice to residents, businesses, developers and members; attendance at court and planning appeals and supporting multi-disciplinary regulation projects.




Specific Accountabilities
To make a positive contribution to Planning Services, in particular the following:

· Undertaking site visits and related administration including appropriate consultations for cases and data entry into back office systems.

· Monitoring planning conditions on site, advising developers of outstanding planning conditions and to inspect developments taking place on site in relation to approved plans.

· Following complaints interviewing all relevant persons in connection with complaints and where required undertaking PACE (Police and Criminal Evidence Act) conditions.

· Undertaking surveillance of premises/sites to gather evidence, outside normal office hours (i.e. evenings/weekends) if necessary, and where appropriate in accordance with RIPA (Regulatory Investigative Powers Act).


· To prepare reports and make recommendations on planning matters for consideration by the Planning Committee, the Cabinet, public meetings, community forums and court proceedings (and by the Head of Planning, Strategic Director and Chief Officer) in the determination of planning applications, and/or the preparation of Local Development Documents, Area Action Plans, Supplementary Planning Documents and other associated components of the Development Plan system.

· To assist in the monitoring of developments within the borough and to identify monitoring needs and action their implementation in accordance with the new planning system’s monitoring regime.

· To contribute to the overall performance of the Section by assisting in the preparation, implementation and review of the Delivery Plan to maintain and improve service delivery.

· To ensure that personal targets are delivered in order to contribute to the core objectives of the Service, Directorate and Council.

· To maintain a thorough and up-to-date knowledge of legislation, Planning Policy Guidance, Circulars, Local Plan policies, Local Development Framework documents, and Supplementary Planning Guidance necessary for the performance of the Post holder, the team(s) and the Section, and to update knowledge relating to e-planning and on-line services.

· To prepare statements of evidence for appeals and to where appropriate give evidence on behalf of the Council at court, and informal hearings.

· To advise the public, developers, statutory bodies, Council, Directorates, Councilors and other interested parties in matters relating to the planning and enforcement of development.

· To assist in the preparation and review of policy statements, detailed planning guidance and operational procedures (as required) specifically in relation to multi-disciplinary project teams for pre-application and implementation of major applications, plans and/or service improvements.

· To be a specialist and demonstrate expertise and responsibility for a specialist area of work as determined by the Section Manager, for the benefit of the Section, Division, Directorate and Council. Respond to requests for service including complaints and pro-actively using customer feedback to improve the service.

· To provide technical support to Planning Support team in the administration of planning applications/appeals and the provision of general advice,

· To deal with any work or undertake other duties as may be assigned to the Post holder from time to time by the Head of Planning, Section Manager and/or team leader.



Key Accountabilities
· To be accountable for and promote equality, diversity and community cohesion to meet


Council, Directorate and Service objectives. All employees have a responsibility not only for their own behavior, but also for others regarding equality of opportunity. Any incident must be reported.
· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary. Develop his/her own skills and expertise in a professional manner.
· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Directorate.
· To represent the Council and Directorate in a professional manner meeting the Corporate and Directorate aims.  To comply with Directorate and Corporate policies.
· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Directorate aims and management style.
· To comply with the council’s financial regulation and standing orders
· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group.
· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions.
· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use.



Special ConditionsThis post is subject to the DBS/CRB checking process (delete if not applicable)

Driving License will be subject to checking with the DVLA. It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old) (delete if not applicable)







Car AllowanceMileage


Prepared By (Section/Mgr)Carl Mellor 


Review Date17/06/2022
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