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Job Description 
	Job Title
	Planning Officer

	Grade
	Band H

	Reporting To
	
Principal Planning Team Leaders

	JD Ref
	REG0094G



Purpose

Dealing with all matters in respect of Development Management especially in relation to all aspects of planning (and related) applications, including relevant matters at pre-application and post-application stages of the planning process, planning appeals and planning enforcement matters.
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Communication, Engagement and Training: 
· Manage and process all aspects of telecommunications related applications from pre-application to post-application stages, ensuring timely delivery of decisions within the statutory timeframe.
· Advise on the need for planning permission and providing pre-application planning advice.
· Attend Planning Committee where required by and in support of the Head of Service and/or Development Management Manager, and if appropriate, other Committees.
· Provide guidance and advice to other Council services/officers on all aspects of planning related applications and enforcement matters.
· Liaise with other Council services and other bodies, including statutory and non-statutory consultees and other external agencies, on relevant issues.
Data Analysis and Decision-Making: 
· Process and determine a caseload of all aspects of planning related applications, appeals, discharge of conditions and all other post-decision matters; undertaking all necessary site inspections; preparing reports and recommendations for applications that are to be determined under powers delegated to the Strategic Director, Head of Service and Development Management Manager and for applications to be considered and determined by the Planning Committee;
Compliance: 

· Prepare evidence and written statements in respect of any Planning Appeals and to represent the Council as planning witness at Hearings and Inquiries as may be required.
· 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.
· Investigate all complaints regarding alleged breaches of planning control, including those in relation to trees and Listed Buildings; undertaking all necessary site inspections, gathering of information, including all relevant checks (e.g. DVLA and HM Land Registry); assessing whether a breach has taken place; dealing with individuals and/or organisations and effectively negotiating amendments where appropriate; assessing whether any breach is harmful and whether it is expedient to take appropriate enforcement action; take appropriate enforcement action as required, including the preparing and serving of Enforcement Notices, Planning Contravention Notices, Breach of Condition Notices etc. and dealing with any subsequent Appeals and giving/presenting evidence at Appeal Hearings, Inquiries or Court.

[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· Educated to Degree Level in Town Planning or a closely related relevant qualification.
· Desirable - Full Membership of the Institute of Royal Town Planning Institute (RTPI) or eligible for Full Membership.
Knowledge & Skills
· Knowledge of the relevant law, Government guidance, policies and practice relating to planning.
· Evidence of continuous professional development related to one or more aspects of development management and/or planning enforcement.
· Excellent communication skills, including the ability to articulate information; to present clear, accurate and concise reports to a wide range of audiences.
· Desirable – I.T. literate, ability to use MS Office and ability to become competent at using other software applications relevant to the role.
· Desirable – Knowledge of democratic process and appreciation of the role of Elected Members.
· Desirable – Ability to influence and negotiate at all levels within the organisation and with external agencies or bodies.
· Desirable – Possess a full driving licence.
Experience
· Ability to work effectively with individuals, teams, customers, partners, and staff, understanding the functions and needs of the service and the organisation as a whole.
· Focus on customer satisfaction and deliver a quality service.
· Desirable - Full Membership of the Institute of Royal Town Planning Institute (RTPI) or eligible for Full Membership.
· Desirable - Experience of allied skills (e.g. Urban Design, Local Plan/Planning Policy work).
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 with dust or fumes
· Working at Heights
· Lone working
· Working outside
· Work with VDUs (Video Display Unit) (>5hrs per week)

Approved By: Steve Lacey, Senior Planning Manager
Date Of Approval: 4th August 2026
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