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JOB DESCRIPTION
 				


Department:	Planning Services				Location: Magdalen House							 
Section: 	Development Management			Post No:
Post: 	Planning Officer - Enforcement

Grade:		H
												 

Responsible to:	Team Leader
	
Responsible for:	-
													 
Job Purpose

1. To manage a wide ranging enforcement workload with a particular emphasis on enabling sustainable development which makes a positive contribution to Sefton.

2. To contribute to the effective and efficient operation of the Planning Service, ensuring appropriate legislation and policy guidance is taken into account in any recommendations and decision making.

3. To undertake responsibilities in a professional and flexible manner with a focus on customer care and value for money.

Main Duties

1. Investigate and resolve the full range of planning enforcement enquiries/complaints  to ascertain compliance with appropriate Legislation, Codes of Practice, Policies and Procedures etc.

2. Maintain appropriate records and prepare reports, statements and recommendations associated with the enforcement of Planning matters.

3. Supervise remedial actions and undertake/deliver projects related to the work of the Section.

4. Prepare and serve Statutory Notices within the purview of the work of the Section. 

5. To assist the Service Manager with the preparation and implementation of policies and procedures in relation to enforcement matters.

6. To prepare appeal statements/court statements and give evidence as may be required.

7. To work flexibly as a resource for Planning Services responding to changing demands on the Service to ensure service delivery and timeliness and quality decision making.

8. To work effectively within and beyond the service demonstrating the highest standards of customer care.

9. When necessary provide guidance, direction and training to junior and other members of the staff. 


Qualifications and Experience

(Please see attached Person Specification)

Special Conditions

A current full driving licence.

The postholder will be required to use their own vehicle on official duties.  A Casual User Allowance is payable for such journeys.

Able to undertake the prescribed working hours of the post.

The postholder may be required to undertake work outside normal office hours.

A scheme of Flexible Working Hours is in Operation, and is subject to the exigencies of the service.   

General

The postholder will be expected to comply, observe and promote equal opportunities of the Council.  

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

Ensure that all Health and Safety procedures are followed and that all equipment provided (e.g. telecommunications equipment, photographic equipment, protective clothing/equipment etc.) is safely used and properly maintained.



PLANNING SERVICES - PERSON SPECIFICATION
POST :  Planning Officer (Enforcement)

	
PERSONAL ATTRIBUTES REQUIRED
	ESSENTIAL (E)
OR
DESIRABLE (D)
	HOW
ASSESSED

	Qualifications

1. Professional Qualification in Town Planning or similar 

2. Membership or capable of achieving membership of the RTPI

	


D


D

	


AF/I/C


AF/I/C


	Experience

1. Experience of providing excellent customer care within development management service 

2. Significant experience of managing a heavy enforcement caseload (including applications, compliance, enforcement and appeals) planning legislation and policy

3. Experience of working effectively, collaboratively and in partnership both within the Council, across agencies, with the private sector and local communities. 

4. Experience of working with elected members and other officers to assist in the delivery of an effective development management and enforcement service

	


D


D



D



D
	


AF/I


AF/I



AF/I



AF/I

	Knowledge/Skills/Abilities

1. Knowledge of national policy and statutory procedures relevant to the enforcement process.

2.	Good written and verbal communication and presentation skills.

3.	Good analytical and numeracy skills.				
4.	Ability to use a variety of computer software for the preparation of reports, monitoring work and data analysis.

5. Positive attitude to career professional development and service delivery.

	


E


E


E

E


E
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AF/I


AF/I

AF/I


AF/I

	Special Conditions 

1. Casual car user allowance
2. Out of hours work
	



	





KEY:		AF= Application Form, I = Interview, C = Certificate, T = Test, P = Presentation

image1.png
Sefton Council ix




