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Gravesham Borough Council
	Division:                                Environment
	

	
	

	Department:                          Planning Policy
	

	
	

	Post Title:                              Career grade Planner (policy)
	

	
	

	Grade:  Scale                        Scale 4/5/6 (Graduate Planner/ Planning Assistant)





Scale SO1 –SO2 (Planning Officer)





POA - POB (Senior Planner)
	

	
	

	Hours:                                    37
	

	
	

	Responsible to:                    Team Leader (Policy)
	


Job Description
This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes.
Job summary
The duties are across the full span of planning policy depending upon agreed priorities and work experience with the key aim of keeping the Local Plan for the borough up-to-date with supporting technical work and processes for robust plan preparation.
These posts carry out a significant day-to-day professional workload and demand staff of high motivation, initiative, negotiating skills and tact.  Post-holders need to be able to deal with elected Members, the public, applicants and objectors to proposals put forward by others.  Post-holders must be able to work as part of a team.  A wide and up-to-date knowledge of complex legislation is required as well as a thorough understanding of the economic and social background to the developing environment and a willingness to provide a quality service.

The Career Grade for this post provides for progression (subject to performance and review) to senior officer grades, with additional duties and responsibilities.
Main Accountabilities and Responsibilities
1. Provide planning policy services having regard to relevant corporate priorities, local, national and international guidance and regulations. Graduate Planner/ Planning Assistant will work to guidance of line manager whilst planning their own time requirements. Planning Officer / Senior Planner will work to broad outlines set by line manager for the team whilst planning own work in response to targets and deadlines.
2. Contribute to the production of an up-to-date process and evidence compliant Local Plan for the borough.
3. Support the delivery of the planning policy work programme and secure its timely preparation and implementation including engagement with the community.

4. Support the development of a robust evidence base whilst ensuring that appropriate evidence is gathered, reviewed and produced in the most expedient and cost-effective way.

5. Ensure that Council’s duty to co-operate in spatial policy making is appropriately fulfilled.

6. Provide evidence and act as expert witness at examinations in public, public inquiries and hearings on spatial planning policy matters, the complexity of which will increase with progression through the career grade from simple to more complex proposals and projects. These could include national significant infrastructure projects. 

7. Provision of policy input into pre-application advice on a range of development proposals, the complexity of which will increase with progression through the career grade from simple to more complex proposals and projects.

8. Liaise with the enforcement officers on enforcement issues, including enforcement applications / appeals and the monitoring of conditions.

9. Where required, assist with the negotiation of financial and other planning contributions / obligations including liaising with external organisations such as the County Council.
10. Promote customer satisfaction when delivering Planning Policy Services including answering enquiries where professional advice is required
11. Attend public meetings, site visits and inspections, and exhibitions which may take place at evenings and weekends.
12. Assist the Development Management team with understanding and implementation of planning policy and guidance at a national, regional and local level

13. Liaise with other departments of the Council, and others as appropriate, as part of the Council’s Development Team Approach.

14. With progression through the career grade, a requirement to provide mentoring and support to more junior staff as well as some supervisory duties

15. The post holder will comply with Statute and Council Policy in all respects and carry out duties with due regard and commitment to the Council’s Customer Service standards, Equal Opportunities, Information Governance, Data Protection and Health and Safety policies and procedures. 
16. Undertake such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.
To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver its critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

PERSON SPECIFICATION

	Characteristic
	
	

	
	
	Essential
	Desirable

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)


	Graduate Planner / Planning Assistant 


	· Writing: Display general level of ability in letter & report writing; exhibit a clear & comprehensible writing style in line with Plain English principles

· Experience of working in an office environment, including the appropriate use of information technology 

· Good organisational and analytical skills

· General ability to read maps and drawings and appreciation of urban design skills

· Time/priority management: developing ability & understanding of techniques

· Ability to work effectively under pressure

· Methodical & attention to detail

· Logical thinker & ability to analyse & weigh issues

· Verbal communication: effective in most situations

· Presentation skills: developing ability

· Customer care awareness
	· GIS and graphics software skills

	
	Planning Officer
	· Writing: display good level of ability in letter writing; clear reports on a wide range of planning issues; exhibit a clear & comprehensible writing style in line with Plain English principles

· Effective level of general (Windows) and developing level of specialist IT skills for a range of back office systems (eg Uniform/ Information@work / GIS) 

· Ability to read maps and drawings and appreciation of urban design skills

· Time/priority management: good level of proficiency

· Ability to work effectively under pressure & appreciation of stress management

· Ability to achieve a quality/quantity balance

· Logical thinker & ability to analyse & weigh issues

· Proficient at working in teams

· Assertiveness: developing effective ability

· Negotiation: good level of proficiency; clear listening, questioning and reasoning ability

· Verbal communication: effective in difficult situations

· Presentation skills: effective ability

· Customer care competence
	

	
	Senior Planner
	· Writing: display high level of ability in letter writing; clear reports on complex or controversial issues; exhibit a clear & comprehensible writing style in line with Plain English principles

· Effective level of general and competent level of specialist (eg Uniform / GIS) IT skills

· Competent report writing 

· Time/priority management: high level of proficiency

· Effective map reading skills
· Ability to work effectively under pressure & handle stress

· Demonstrable ability to take tactical decisions and achieve high quality and high level outputs through the practical application of project management techniques

· Innovative thinker & ability to analyse & weigh complex issues including ability to interpret legislation and judgements, and their determine their significance
· Good understanding of the dynamics of team working

· Assertiveness: effective level of proficiency

· Negotiation: high level of proficiency; clear listening, questioning and reasoning ability

· Verbal communication: good level of proficiency in most scenarios

· Presentation skills: presentation of non-controversial items at Committee

· Customer care proficiency 
	

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	Graduate Planner / Planning Assistant
	· Some knowledge of the purpose of the Planning System such as plan-making, the decision-making processes in dealing with planning applications, and a basic understanding of environmental or physical spatial subjects


	· An appreciation of current issues & developments affecting planning, regeneration & local government 

· An appreciation of main central government & development plan policy issues 

· An appreciation of spatial planning legislation 

· An appreciation of the operation of local government 

	
	Planning Officer
	· Good understanding of current issues & developments affecting planning, regeneration & local government

· Policy: good understanding of main central government & development plan policy issues

· Law: good understanding of development management legislation

· Good understanding of the operation of local government
	· Understanding of Nationally Significant Infrastructure Project Development Consent Order process

	
	Senior Planner
	· Comprehensive understanding of current issues & developments affecting planning, regeneration & local government 

· Policy: comprehensive understanding of main central government & development plan policy issues

· Law: comprehensive understanding of development management legislation & good appreciation of related legislation including local government legislation

· General level of political awareness & comprehensive knowledge of the operation of local government
	· Understanding of Nationally Significant Infrastructure Project Development Consent Order process

	QUALIFICATION / TRAINING

(Educational / vocational qualifications and other training)

Verification will be required
	Graduate Planner / Planning Assistant
	· A-Levels or equivalent that would allow entry onto RTPI accredited first degree


	· First degree or equivalent in Planning or related subject 1that would allow entry onto RTPI accredited postgraduate degree

	
	Planning Officer
	· RTPI accredited first and / or postgraduate degree


	

	
	Senior Planner
	· RTPI accredited degree

· Eligible for Membership of RTPI or RICS (Planning & Development)


	· Membership of RTPI 

	EXPERIENCE

(Level and type of previous experience)
	Graduate Planner / Planning Assistant
	· Some experience of data collection, analysis and monitoring.
	· Appeal awareness: understanding of process 

· Public consultation awareness: understanding of process 

· Experience of providing a support function to a planning service 



	
	Planning Officer
	· Provision of advice: Able to demonstrate detailed experience of providing up-to-date technical advice on spatial planning matters across specialist topic areas, including advice for Council Committees
· Consultation: Some experience of public consultation arrangements
	

	
	Senior Planner
	· Provision of advice: Comprehensive experience of providing up-to-date technical advice on spatial planning matters across specialist topic areas, including advice for Council Committees
· Consultation: Proven experience on public consultation arrangements and commenting on public consultation responses regarding Local Plan documents and other associated documents, such as planning briefs and site development proposals

· Appeal experience
	

	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	Graduate Planner / Planning Assistant
	· Good judgment

· Diplomacy

· Team player

· Polite 

· Ability and willingness to learn new skills and topic areas
	

	
	Planning Officer
	As above
	

	
	Senior Planner
	As above
	

	SPECIAL CONDITIONS

(e.g. willingness to work unsocial hours or wear a uniform)
	
	· Ability to carry out required site visits

· Full clean driving licence

· Use of own vehicle
	· To be prepared to attend evening and weekend meetings (eg committees & events within the borough) and from time to time and to work hours required to meet pressing deadlines that may exceed contracted hours 




GRADUATE PLANNER/ PLANNING ASSISTANT/OFFICER AND PROGRESSION 
TO SENIOR PLANNER

Operation of the career grade - The qualification, experience and competence criteria are set out below

Scale 4/POB+1

	
	Salary Grade


	Restrictions

	Graduate Planner/ Planning Assistant
	Scale 4


	· A-levels or equivalent that would allow entry onto an appropriate RTPI accredited first degree

· Sufficient knowledge and/or experience of work within Planning Policy to be able to perform at a satisfactory level

· Assessment of competence against the Job Description & the Graduate Planner/ Planning Assistant Person Specification

	
	Scale 5


	As above plus

· At least one year’s satisfactory experience of work on planning policy

· Past performance against targets (for internal assessments only)

	
	Scale 6


	· Entry point for graduates with relevant qualification or two years relevant experience Successfully completed 1st year of postgraduate degree

· Assessment of competence against the Job Description & progress towards the Planning Officer Person Specification



	Progression subject to assessment by Principal Planner

	Planning Officer
	SO1
	· Assessment of competence against the Job Description & the Planning Officer Person Specification

· Planning Policy experience

· Past performance against targets (for internal assessments only)

· Through progression with competency assessment or upon obtaining membership of the RTPI or equivalent

	
	SO2
	· Assessment of competence against the Job Description & progress towards the Senior Planner Person Specification

· Through progression by increments each April 

	Progression subject to formal interview & assessment 

	Senior Planner
	POA
	· An appropriate RTPI accredited postgraduate degree

· Generally, substantial post qualification Development Management experience

· Assessment of competence against the Job Description & the Senior Planner Person Specification

· Past performance against targets (for internal assessments only)

	
	POB
	· Through progression with competency assessment by increments each April


