LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Planning Officer Career Grade 
	Grade:

	PO1

	Reports to 

(Designation):
	Planning Manager
	Grade:
	SGM1

	Directorate:
	Resources & Regeneration
	Section:
	Planning Services


___________________________________________________________________
Main Purpose of the job: 

· To deal with all planning applications and other related development control work.  To ensure that development is in accordance with current planning legislation, the Council’s planning policies and sound planning principles.
· To provide planning information and advice, including Pre-application advice.

· To assist with technical validation, registering and consultation on planning applications as required. 
· To approve planning applications under functions delegated by Executive Committee to the Head of Planning.

_______________________________________________________________
Summary of Responsibilities and Personal Duties:

1) Project manage and process all small scale Major, all Minor and all Other planning applications, confidently,  accurately and efficiently, with limited assistance from senior planning officers; assessing development proposals against the Council’s Development Plans and London Plan policies and taking into account material considerations. 
2) Project manage a range of complex planning and related applications, with support from senior planning officers, including major developments and departures, assessing development proposals against the Council’s Development Plans and London Plan policies and taking into account material considerations.

3) Produce accurate and timely Committee and Delegated reports on complex schemes with minimal supervision, in accordance with the Council’s planning policy guidelines and procedures. 

4) Determine planning applications delegated by the Executive Committee to the Head of Planning, where planning applications have not generated neighbour objections and can be determined in accordance with the policies and proposals contained within the development plan.
5) Liaise with the Planning Enforcement Officers providing them with expert advice and where necessary preparing Committee reports recommending enforcement action and stop notices, dealing with any consequential appeals, use of default powers, prosecution to secure compliance and recovery of the Councils costs.

6) Carry out unaccompanied site visits on allocated applications and into reports/complaints of breaches/infringements of planning control.  To put up site notices as required.
7) Prepare and sign complex correspondence with minimal supervision.  
8) Negotiate with and advise developers on controversial development proposals including providing pre-application advice to achieve the highest standards of design and the creation of attractive, livable, accessible safe neighbourhoods.

9) To conduct legal 106 negotiations.
10) Arrange and attend, unaccompanied by a senior planner, local and public meetings with objectors/applicants and Councillors, on allocated applications including minuting the meeting.
11) Attend Planning Committee Meetings and accurately record the proceedings.  
12) Ensure that relevant performance targets are met in dealing with cases consistent with quality objectives, advising the Planning Manager on progress and action being taken to expedite outstanding applications.
13) Prepare statements of case for complex written representation, informal hearing and public inquiry appeals, preparing proofs of evidence and representing the Council at Informal Hearings and public inquiries.
14) Give advice to customers on development management matters, including the need for planning permission, planning legislation and policy, planning processes and procedures, interpreting drawings and liaising with pressure groups, neighbours, businesses and Councillors in relation to complex applications.

15) Promote the Planning service to the highest standards to ensure opportunities for customer care are maximised with a responsive, courteous and fully accessible service to the public.
16) Register and undertake consultation on planning and related applications as required including validating and determining consultation on complex applications, to ensure opportunities for customer care are maximised with a responsive, courteous and fully accessible service to the public.

17) Produce on behalf of the Head of Planning decision notices o the highest professional standard, ensuring their accuracy and accordance with the decisions made by senior planning officers. 
18) Responsibility for the compilation and production of Planning Committee agendas and all associated paperwork, proof reading to ensure accuracy and consistency to a highly professional standard and arrange for their printing and dispatch    From knowledge of Council policies, annotate background papers to comply with the Freedom of Information Act.  
19) Arrange for agendas and all public documents to be accessible on the Lewisham web site, liaising with the corporate e-gov team as appropriate.  Assemble all relevant case files, paperwork, case copy drawings, plans, documents, reports, background papers etc together with all third party responses and statutory representations and ensure they are made available for Member and public inspection and all respondents/interested partiers are invited in a timely manner to the meeting.  
20) Greet developers and the public attending Planning Committee meetings giving advice on procedures etc. and taking details of those wishing to make presentations noting any special needs.  Negotiate with multiple objectors, including MPs, Ward Councillors and local organisations, to determine who is to represent them and address the Committee.  Be aware of the sensitivities and the stress on members of the public involved in these meetings and the conflicting interests of customers in attendance.  Advise the Chair on the volumes of people attending for each item and negotiate an order of business with the Chair.
21) Provide development management advice into planning policy work, feasibility studies and planning and development briefs.
22) Keep abreast of current planning legislation and regulations, policy, techniques and practice, including new technology.

23) Participate in implementing improvement initiatives within the service including system and process development and projects with stakeholders. Develop and contribute to customer care initiatives, ensuring change is managed effectively.
24) To provide mentoring and on-going training to other members of staff. To coach and provide day to day support to the junior members of the Planning Service.
25) To participate with interviewing potential applicants for junior posts within the Planning Service.

26) Internal Contacts: Maintain regular contact, providing advice to and obtaining information from colleagues both within the Regeneration Directorate and other Directorates.

27) External Contacts: Maintain regular contact and provide advice to members of the public, developers and consultants, the Office of the Deputy Prime Minister, the Greater London Authority, other Local Authorities, Statutory Undertakers, other statutory and non-statutory bodies with a planning input, the Police, Councillors, MPs and the Local Ombudsman.
28) To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.
29)  All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
30) All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public. 
31) Assist in carrying out the Council's environmental policy within the day to day activities of the post. 
32) Undertake other duties, commensurate with the grade, as may reasonably be required.
Consideration will be given to restructuring the duties of this post for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:

Title:





Grade


No of posts

Number of partially managed staff:
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Grade


No of posts

PERSON SPECIFICATION
JOB TITLE:   Planning Officer Career Grade


POST NO:  
DIRECTORATE: Resources & Regeneration




GRADE: 
PO1
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

	Equal Opportunities
Commitment to implement the Council’s Equal Opportunities policies.

Awareness of Equal Opportunities issues.







Knowledge

Fully trained town planner conversant with:-






Town and Country Planning Acts

Development Management procedures, Central Government Policy Guidance and associated Regulations.

The London Plan and Local Development Plans
Broader Council-wide Corporate and Planning issues.

Community Infrastructure Levy (CIL)

Delivery of Schemes

Discharge of Conditions

Preparation and use of Planning Performance Agreements (PPAs)

Aptitude

Ability to respond positively to Change Management.

Ability to respond positively to enquiries from the public, Members, MPs, Applicants, Agents and others.      

Ability to co-ordinate and liaise closely with technical support and other staff.

Ability to coach, support and motivate junior members of staff.

Ability to accurately assess complex proposals and produce accurate reports with minimal checking/alteration.

Ability to produce high quality work, whilst maintaining performance targets.

Skills

High standard of report writing.








High level communication skills, including explaining technical planning information and giving advice to non-technical people.

Prioritising own work to respond successfully to frequent changes in work whilst maintaining performance.

Presentation skills 

High level negotiation skills

Experience

Substantial experience in Development Management work with strong emphasis on handling planning applications of all kinds from initial discussions through to Committee decision.

Experience in dealing with sensitive issues of concern to elected Members and the public.

Preparing and giving evidence at public inquiries.

Presentation at meetings.

Negotiating with the public, developers, builders, architects etc.

General Education

Town planning degree or recognised degree (e.g. Geography, Economics, Environmental Studies etc.).  
Membership of the RTPI or eligibility to be elected / working towards membership..  Evidence of continuing professional development.





Personal Qualities

In conjunction with the Planning Manager and senior members of the team, have an ability to manage change and to motivate team members to deliver outstanding performance in all areas of their job.

To be outgoing and supportive to create a positive work atmosphere to deliver effective and focused work from the team.






Circumstances

Able to attend evening Committee meetings, other meetings and working parties etc.



Physical 

Generally candidates must meet standard Lewisham requirements for the post. 
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