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	JOB TITLE:
	Graduate Planner

	GRADE:
	SCP 20 - 25

	POST NUMBER:
	6742B

	RESPONSIBLE TO	
	Deputy Team Leader (depending on role being carried out)

	RESPONSIBLE FOR
	N/A

	PRIMARY LOCATION
	International House

	WORKING PATTERN 
	Core pattern, Weekdays 

	ON CALL / CALL OUT ARRANGEMENTS 
	N/A

	SHIFT ALLOWANCE
	N/A

	OTHER
	It is essential for the post holder, in order to gain wider planning experience and enable a flexible response to work pressures, to switch between areas within the unit. 
The post holder will be allocated the essential car user allowance element of the lease car scheme whilst working within the areas of planning that require the ability to be mobile around the borough. Where the need to travel is much less frequent the essential car user allowance will cease. 
The Post holder will be expected to study for Part Time Masters in Town and Country Planning (or equivalent) – likely the MSc Urban Planning & Resilience at University of Kent.
The successful post holder will gain a Royal Town Planning Institute (RTPI) fully-accredited qualification from an RTPI accredited Planning School. 
The support we can offer is on the job training, payment of the course fees, examination fees and associated professional body membership at student level plus day release as specified. 
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	JOB SUMMARY:	
	To assist in providing a high quality, customer-focused planning service in an area of rapid growth.  Working with and supported by experienced officers to carry out a wide variety of work and building experience in a range of planning work including:
· The processing of pre-application enquiries and planning applications; 
· The processing of related appeals;
· Handling enquiries from customers;
· Enforcement work including monitoring and investigating alleged breaches of planning conditions and planning control on sites;
· Development plan policy research; justification and drafting work including support at public meetings and working with local politicians;
· Section 106 monitoring, and
· Undertaking further planning training as required.
There will also be an opportunity to gain understanding and appreciation of: 
· The role and application of developer contributions CIL and s106 in delivering strategic infrastructure 
· The role of planning as an enabler in delivering growth
· The application of good design in delivering high quality places

	ROLE REQUIREMENTS:
	

	1. 
	To work flexibly as part of a multi-disciplinary team/unit on a wide range of planning and development issues.  The post holder may be requested (and will be encouraged) to carry out a wide range of work – summarised below - potentially covering enforcement, development management, design, policy and development issues, s106 monitoring subject to the ability and experience of the post holder, to enable the unit to respond flexibly to the changing demands it faces.

	2. 
	Processing Pre-application Inquiries and Planning Applications 
a) Act as case officer for all types of planning applications; having regard to all material considerations, assessing the adequacy of submitted plans and documents and following up consultations,
b) Assist case officers with other specific tasks related to planning applications.
c) Liaise with members, applicants, agents, developers, consultees, objectors, etc, to discuss and negotiate on proposals, including visits to sites and correspondence.
d) Maintain accurate records of relevant events in the “life” of an application.
e) Draft and prepare elements of Planning Committee reports. 
f) Develop an awareness of legal developments and Council Policies relating to planning in general and Development Management in particular.
As required to undertake day to day work on all aspects of development management within the Teams, subject to abilities and experience.

	3. 
	Appeals and Enforcement
a) Assist in the investigation of enforcement issues on sites having regard to all material considerations.
b) To monitor developments for compliance with planning permissions including related conditions.
c) Liaise with Planning Officers, Members, other council departments and external agencies on enforcement issues
d) Assist with the Council’s written statements for planning and enforcement appeals as required.
Maintain accurate records of relevant events in the “life” of an enforcement case.

	4. 
	Policy research, development plan making, strategic infrastructure provision and place making
a) To research and analyse planning and development issues; carry out monitoring work on trends and similar related work;
b) To identify policy options, evaluate them and recommend potential policy responses to key issues;
c) To contribute to policy drafting and explanation;
To take part in helping to run public and other stakeholder participation and masterplanning events.

	5. 
	Section 106 (S106) monitoring
a) To assist in the monitoring of S106 agreements using the Councils’ established database and software.
b) To assist in the writing of letters/emails to follow up outstanding payments and other S106 matters.
c) To meet with developers as necessary in pursuit of the above.
To monitor development rates and the delivery of S106 projects on site.

	6. 
	General responsibilities
a) To attend meetings of Parish Councils and other user/interest groups, as required.
b) To plan, programme and prioritise own work to meet deadlines, targets and timetables.
c) To ensure the proper maintenance of planning and enforcement records. 
d) To attend meetings and undertake site visits including outside normal working hours when required. 
e) Maintain an appropriate awareness of legal developments and Council Policies relating to planning in general and Development Management in particular.
To undertake training and development as agreed between the post holder and their Manager in accordance with the Performance Management framework.

	7. 
	Equal Opportunities
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.
To recognise that people have different abilities to contribute to the council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	8. 
	Emergency Planning
To participate as required in the council’s Emergency Planning operations including undertaking training and exercising as directed
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours
To participate in the recovery stage following the emergency.

	9. 
	Business Continuity - In the event that an incident has occurred which disrupts the council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	10. 
	Data Protection - To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation


	11. 
	Health and Safety - All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the council’s Health and Safety Policy, available on the Intranet or from Personnel.


	12. 
	Safeguarding - Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough.


	13. 
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.


	DATE
	15/07/2026




	PERSON SPECIFICATION
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Good first degree and either eligibility for/ or currently undertaking RTPI supported planning training qualification. 
A minimum 2:2 degree, or equivalent, in an appropriate subject area, such as built environment and social science subjects.  Applicants with a non-cognate degree and several years’ relevant work experience may be offered a place, if they can demonstrate a suitable level of specialist subject knowledge.
Applicants must hold 5 GCSEs A-C including Maths and English, or equivalent (reformed GCSEs grade 4 or above).
	

	EXPERIENCE
	Demonstrate ability to work well in teams and with other people 
	Variety of working experiences, including some time on areas related to planning.

	SKILLS & KNOWLEDGE
	High IT literacy; ability to communicate well orally and in writing; good mathematical ability with statistics and numbers. 
	Public speaking ability and communication skills to work with varied groups in the community. 

	OTHER REQUIREMENTS
	Enthusiasm, application and genuine commitment to planning work and to professional development; flexible attitude to working arrangements
Driving licence
	





Contractual / Training Requirements 
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	Yes
	

	Requires Driving Licence
	Yes
	

	Management/Supervisor Responsibilities 
	
	No

	Night Working - Working 3+ hours  between 11pm and 6am
	
	No

	Lone Working 
	
	No

	Working in confined spaces
	
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	
	No

	Enforcement Responsibilities – name cannot be disclosed 
	
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	
	No

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	
	No

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
	
	

	DBS check required – confirmed by a counter-signatory
*If Enhanced, Adult List / Child List * (delete as appropriate)
	
	
	

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
	
	

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	
	No
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