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Job Description 
Assistant Planning Officer – Development Management
Level: 5 - 7 
 

	Responsible To:    
	Responsible For: 

	Development Management Team Leader



	N/A 


About the job:  
The role will help to deliver an efficient and effective Development Management Service. The successful candidate will be self-motivated and will work flexibly across a variety of tasks with the ability to prioritise their workload and meet targets. The Council prides itself on providing a high level of customer service and the candidate will be expected to provide a high standard of customer care and be confident dealing with customers over the phone or by email. At level 7 the post holder will deal with all aspects of Development Management, including the processing of planning and related applications, production of reports, handling appeals and provision of planning advice.


Role: 
 
Career grade: 
Level 5

· To assist in the planning process with regard to planning and other applications, including registration, validation, notifications and other associated processes and procedures
· To assist in the notification procedures for Planning Committee and Planning Appeals 
· To respond to customer contact including phone calls and in writing
· To utilise and update records on the Council’s IT systems
· To record the progress of planning and other applications and provide accurate information in relation to performance indicators
· To record planning appeals and provide accurate data to the Head of Planning and Enforcement
· To assist in collating data for, and responding to, local authority searches and Freedom of Information requests
· To provide information and data to other Council services 
· To participate in all aspects of training and development relevant to the role  



At level 7 you will have a level 6 qualification related to Town Planning or have a minimum 2 years of experience working within a Local Planning Authority. Progression to level 7 is subject to a managerial assessment of an individual’s ability to carry out the following tasks;
· To deal with a range of Development Management Service aspects, including the processing of householder and minor planning applications and other related applications including the production of reports, and the provision of planning advice.

· To assist in the preparation of statements of case for planning appeals through written representation procedures and the provision of support at Public Inquiries as required.

· Assist with the investigation into breaches of planning control and recommend actions to resolve.

· Provide professional advice and guidance to elected members, officers and members of the public in relation to development management matters.


Responsibilities: 
 
Team: 
· You will work with your colleagues to prioritise team objectives over individual objectives. 
· You will support and respect your colleagues at all times. 
· You will work together to share knowledge and experiences to improve your service. 
· You will participate in development activities as required. 
 
Corporate: 
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation. 
· You will actively engage with customer care, value for money and performance management. 
· Your duties will be carried out in line with our equality scheme. 
· You will be compliant at all times with GDPR and data protection legislation. 
· You will constructively participate in communication and promotional activities. 
 
Organisational: 
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role. 
· You will support an inclusive culture which provides opportunities for everyone to participate and progress. 
· You will support effective relationships across all Directorates, with stakeholders and external partners to ensure the Council’s priorities and objectives are met. 
· You will positively promote and represent the Council at all times. 



What the successful candidate will have: 
 
Qualifications 
Level 5
· Level 2 in Maths and English (or equivalent experience) 

Level 7
· A Degree/Diploma in Town Planning or 2 years’ experience working in a Local Planning Authority setting.  
· 

Experience 
· Providing high standards of customer service 
· Experience using IT systems and software packages such as Uniform, DMS, GIS 
· Administrative or technical support experience 
· Experience of working in a Local Authority planning department (desirable) 
 
Knowledge  
· Knowledge of IT systems including Microsoft, Uniform, DMS and GIS  
· Knowledge of the administrative processes and procedures of the planning service (desirable) 


Skills & Abilities 
· Demonstrate good numeracy skills 
· Demonstrate good communication skills 
· Customer service and the ability to handle difficult phone calls and conversations with customers. 
· Good IT skills  
· Ability to work with minimal supervision with excellent motivation and initiative.  
· Ability to manage own workload, meet deadlines and prioritise tasks 
· Ability to work as part of a team


Our Values & Behaviours

Customer Focused - We listen to our communities, keeping them informed about the things that matter most to them and providing a professional and responsive service.

Forward Thinking - We solve difficult problems by being adaptable, resilient, and innovative.

Working Together - We are focused on achieving our collective goals as an organisation and we support our colleagues to deliver excellent services.

Making a Difference - We make a positive difference for our communities by being helpful and going the extra mile.

Delivering Quality Services - We strive for quality in everything we do, making sure the people of Chorley and South Ribble get the best outcome.
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