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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Planning Officer (Plan Making and Infrastructure)

	GRADE:
	SCP 27-37 (career grade with bar at SCP 32)

	POST NUMBER:
	6667A 5094,5100

	SERVICE:
	Planning & Development

	RESPONSIBLE TO

	Spatial Planning Manager

	JOB SUMMARY:

	The post is in the Spatial Planning Team which is responsible for the preparation of the Local Plan, infrastructure planning, the establishment of the Council’s Community Infrastructure Levy, Neighbourhood Plans, development monitoring and a wide range of special projects. This work includes evidence gathering and assessment, policy drafting, masterplanning work on key sites, area studies, development briefs, environmental schemes and community and countryside projects.


	ROLE REQUIREMENTS:
	

	1.
	To develop planning policies and guidance relevant to local needs taking account of a wide range of views and balancing all key considerations to create clear, explicit and well-reasoned guidance for eventual inclusion in Development Plans, Supplementary Planning Documents or other informal policy guidance (including development briefs).  This work is geared to delivering the planning strategy for the Borough based on the key principles of high quality and sustainable development.



	2.
	To gather and assemble an appropriate evidence base from different sources to inform the preparation of policies and guidance.



	3.
	To prepare written evidence for local inquiries or public examinations to defend proposed or adopted policies in the Local Plan, and on occasion, to present the Council’s case with support from a senior officer.


	4.
	To be responsible on a day to day basis for the collection and monitoring of planning and development related information and opinion from a wide variety of sources and, where appropriate, to analyse and interpret that information.  Write clear reports on conclusions and arrange for the targeted dissemination of the results in both electronic and hard copy forms to key audiences.  This will include the establishment and maintenance of PC-based monitoring systems.



	5.
	To undertake a range of project work geared to implementing the Plan’s proposals often involving group working with others both within and outside the Council. This work may well involve liaising with consultants working for the Council (often with other client partners).



	6.
	Drafting simple briefs for consultants or making budget bids from various funding sources with supervision from a senior officer.



	7.
	To liaise with development management staff and to provide policy advice in pre-application discussions and assistance on important planning applications where necessary.


	8.
	To write reports for Members on a wide variety of topics, including consultations by other bodies, monitoring reports on policy performance, etc and attending the Local Plan & Planning Policy Task Group and / or any other relevant Group or Forum to present these.

	9.
	To attend a variety of internal and external meetings to represent the Council’s interests on planning issues.



	10.
	To generally work with local people and Parish Councils/Amenity groups on local issues, helping with workshops, public participation and more specifically to advise on the preparation of Neighbourhood Plans.



	11.
	To contribute towards a positive and effective culture within the team and the Council by helping on corporate projects, working constructively in development teams and joint working generally.



	12.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
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.

	13.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	14.
	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.

	15.
	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.

	16.
	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.

	17.
	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. 

	18.
	Additional Duties

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

	OTHER CONDITIONS: The post holder will need access to car and ability to do site visits around the Borough.
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PERSON SPECIFICATION
	JOB TITLE:
	Planning Officer (Plan Making and Infrastructure)

	POST NUMBER:
	6667A

	SERVICE:
	Planning and Development 


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Experience of working to deadlines

· Good quality A levels or equivalent in relevant subjects
· Willingness to undertake postgraduate or other programme of training leading to a recognised Planning qualification
	· Degree in Planning or related discipline, or working towards such on an accredited course

	EXPERIENCE
	
	· Experience in the public sector, preferably within a Local Authority
· Knowledge / experience of the planning system

	SKILLS & KNOWLEDGE
	· Ability to communicate clearly and effectively both orally and in writing
· IT literate
· Ability to provide a customer focused service delivery

· Organised and good time management
	

	OTHER REQUIREMENTS
	· Hard working
· Diplomatic
· High degree of Integrity
· Embraces change positively
· Uses initiative
· Strong team player able to work well with others inside and outside the team
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

The post is graded from SCP 27 – 37 inclusive with one ‘bar’ at SCP 32 to distinguish progression through the grades. The following table sets out the criteria for assessing progression beyond the ‘bar’.

SCP 33 - 37
Achievement of RTPI – recognised qualification
Able to present oral case at Examination / Inquiry 
Able to construct evidence and written case at Examination / Inquiry with minimal assistance
Interpretation of more complex or cross-cutting information to inform policy position
Involvement with external consultants in project work
Representing the Council in external meetings
Representing the Unit on Corporate projects
Presenting reports to Councillors
Able to give advice on more complex planning applications
Compliance with the above criteria in the view of the Policy Manager will enable progress beyond the ‘bar’ up to SCP 37.





	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






