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Job Description 
	Job Title
	Senior S106 officer

	Grade
	PO6

	Reporting To
	
Development Management Manager 

	JD Ref
	REG0196P


	 
Purpose
To lead on all matters relating to S106 and legal agreements relating to the work of the planning service. THIS includes policy and process innovation and development, monitoring and reporting.  
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Service Specific Duties & Responsibilities
· To provide a consistent and effective approach to negotiating and drafting legal agreements.  
· To support colleagues in legal services, strategic planning, finance and other operational services in creating effective policy and process to secure, retain and spend S106 contributions and ensure non-financial requirements, such as provision of affordable housing are met. 
· To ensure the precise and complete update of records to ensure effective monitoring.  
· To seek continuous improvement in the efficiency of data collection, recording and sharing for accountability and wider benefits of information sharing. 
· To provide briefings notes and formal update reports for a range of internal or external stakeholders and members as required.  
Communication, Engagement and Training: 
· Maintain an up-to-date knowledge of relevant legislation relating to S106, CIL and any emerging new relevant policy or regulations.
· Take a proactive approach to reacting to relevant changes, updating colleagues and recommending revised procedure and practices if required. 
· To participate as required, in training and exercises in support of the Council. 
· Lead the administration, monitoring and enforcement of S106 processes, including the database of heads of terms, charges, allocations and spend.
· Lead or assist officers with negotiating S106 Agreements on behalf of the Council, working with applicants, planning and legal officers and infrastructure providers.
· Represent the Planning Service at Combined Authority or in other such forums with regard to S106’s or any other similar legal agreements associated with planning.  
Data Analysis and Decision-Making: 
· Work within the strategic policy team to support the development of policies to effectively enable the use of legal agreements to secure appropriate mitigation or commuted sums. Including developing supporting guidance, to provide certainty to developers and colleagues on planning contribution requirements. 
· Monitor the implementation of developments either on site or using other methods to ensure compliance with financial payments and non-financial obligations are correctly discharged 
· Provide consistent advice to colleagues and applicants on S106 obligations, planning applications/pre application enquiries and heads of terms.
· Use data to help provide monitoring evidence to Local Plan team to determine effectiveness of infrastructure delivery plan.
· Develop and write performance and financial reports and returns and assist with audits for committees, finance, other colleagues and Freedom of Information requests 
· Produce and present reports which accurately detail position in relation all S106 and any other relevant agreements, to Planning and other committees as appropriate as lead officer on all matters relating to S106.  
Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
· Work closely with finance colleagues on the collection and spending of S106 contributions. Pursue unpaid or unspent funds to ensure that funds are spent in accordance with the terms of the Agreement to deliver public benefits. 
· Proactively investigate non-compliance with clauses within legal agreements to ensure effective implementation of agreements.  
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· Degree in Town and Country Planning recognised by the Royal Town Planning Institute or equivalent geographical or environmental discipline or extensive experience of working within a planning service dealing with a range of complex planning related matters.  

· To be a member of the Royal Town Planning Institute (MRTPI) or similar or be eligible for membership. 

Knowledge & Skills
· Experience in working in a planning and/or the management of S106 Agreements
· Proven effective working knowledge of Microsoft Office and advanced knowledge of Excel and Access
· Excellent ability to communicate technical information clearly and effectively both verbally and in writing, with a range of stakeholders, colleagues and customers
· The ability to negotiate complex legal agreements, monitor and maintain records associated with the delivery of those agreements.
· Methodical approach to work with high levels of accuracy and attention to detail
· Good organisational skills, and ability to manage multiple deadlines and competing priorities
· Excellent information management and numeracy skills and ability to produce and collate accurate information and data reports
· Good overall administrative skills including maintenance and organisation of records and data. Preparation of correspondence, financial management, primary contact for clients for all s106 matters
Experience 
· Experience in working in Development Management and or the management of S106 Agreements
· Good interpersonal skills to deal with a range of professional, technical, and non-expert stakeholders and colleagues.
· Capable of independent initiative and creative thinking. Proactive and completes work/tasks fully
· self-starter with the ability to get to grips with work quickly and independently
· A positive flexible approach to work and the ability to work under pressure effectively to meet challenging deadlines and manage competing and changing priorities.
· Ability to lead on designated projects with minimum supervision.
· Ability to identify innovative solutions to everyday challenges, continually striving to improve service delivery.
· Team working.
Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Working at Heights
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)
· Exposure to persons with challenging or aggressive behaviour

Approved By: Mandy Lewis, Chief Planner. 
Date Of Approval: June 2026




2

[image: A blue circle with white outline and a rocket and a person in a circle

Description automatically generated]

image2.jpeg




image3.png
#BETHE:
iDIFFERENCE:





image4.svg
                                                                                                                   


image1.png
©@ 00 O

ACCOUNTABLE AMBITIOUS RESIDENT PROFESSIONAL
FOCUSED




