ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

Job Accountabilities

	Job Title: Senior Planning  Officer 


	Job number: PEP042
Date: February 2019


	Directorate: Place

	Service: Planning (Development Management)

	
	

	JOB PURPOSE

	To process and project manage a range of applications from householder and minor proposals through to large scale and controversial planning applications;  to ensure an efficient and cost effective development management service to all customers and stakeholders.  To attend Planning Panels, informal hearings and public inquiries as an expert witness when necessary. To advise and support the planning decision making process and to deal with day to day correspondence relating to the development management



	SCOPE OF JOB

	Management/Supervision – n/a
Budgets – n/a
Other resources - none
Contacts - Executive Director, Head of Planning, Deputy Head of Planning, Planning Policy Manager, Development Management Team Managers, Legal Services, Planning Officers, Councillors, Residents

Strategy/Policies/Procedures – Borough Local Plan, Supplementary Planning Documents, Council Strategic Plan, CIL
Decision-making - in conjunction with Development Management Team Managers and the Head of Planning.
Mental demands – working in a fast paced and challenging environment which requires detailed research and reading
Physical demands - none
Emotional demands - working in a demanding and frequently challenging environment
Location/working environment - based in Council Offices but must operate a flexible working strategy attending regular meetings outside normal office hours, in addition to site visits.



	POSITION WITHIN SERVICE STRUCTURE
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	JOB ACCOUNTABILITIES

	· In conjunction with the Development Management Team Manager(s) and Principal Planning Officer(s), plan, implement and monitor actions and initiatives to improve the performance of Development Management and ensure effective and efficient operation
· Processing and project managing of range of planning applications of a complex nature and a wide variety of other casework including pre-application advice, planning appeals, undertaking the necessary site inspections, consultations and correspondence, negotiations for amendments, preparing reports and correspondence within strict legislative deadlines
· Managing own caseload to ensure that the Council’s key performance indicators are met.

· Giving evidence as an expert on the Council’s behalf at Public Inquiries and Informal Hearings and rebutting awards of costs made against the Council as necessary.

· Provision of support and guidance to more junior planning officers.

· To be able to maintain a planning professional role both within the council and to external agencies and organisations within the code of conduct of the Royal Town Planning Institute.

· To be able to promote customer care and to contribute to departmental performance objectives.

Project and work management

· To assist with project work as directed by senior colleagues. 

Working in a Team 
· To contribute to effective collaboration and a positive and conducive team culture amongst colleagues.
Health & Safety 
· To ensure compliance with Health and Safety regulations.

· To respond to new Health and Safety guidance as and when required. 

Equality of Opportunity 
· Through personal example and action ensure that staff/team/service operates within the Council’s Comprehensive Equality policy.

CREATE

· To demonstrate CREATE values; displaying a commitment to them in all aspects of work.



Person specification
	Key Criteria


	Essential
	Desirable
	How assessed

	Qualifications and training


	Degree in Town Planning or relevant associated discipline
	Professional membership of the Royal Town Planning Institute
	Application Form/Documentation



	Job

Competence summary

(knowledge, skills, abilities, experience)


	Up to date knowledge of planning laws and procedures

Ability to accurately read and interpret maps and plans

Practical experience in the use of a range IT packages for storing, retrieving and communicating information

Ability to communicate effectively both verbally and in writing to a range of customers with a range of motives, often in highly pressurised situations

Ability to absorb, assess and analyse large amounts of complex information and present a coherent summary with a clear and reasoned recommendation

Ability to work on own initiative and as part of a team

Ability to effectively organise own workload, often against competing priorities

	
	Application/Interview

	Core Competencies - Employees
	Customer Led

Takes a proactive approach to meeting the needs of customers:

Presents alternatives wherever appropriate

Knows who their customers are

Is approachable and helpful when dealing with customers

Acts with honesty, integrity and discretion.  Takes ownership for and resolving customer queries.

Results Orientation

Displays drive and energy to achieve results:

Works systematically and challenges existing processes

Sets, agrees and delivers on objectives

Plans their workload

Working Together

Contributes to effective teamwork:

Communicates proactively to achieve shared outcomes

Understands and supports others

Adaptability

Aligns behaviour to the needs / priorities / goals of their organisation
Deals and copes with change

Recognises and manages pressure

Deals with ambiguity

	
	Application/interview

	Other requirements

(e.g. unsocial hours working, driving licence, fit to drive Council vehicle etc)


	Access to own car with business use insurance with current full driving licence

Ability to carry out site visits 

To work flexibly in response to the peaks and troughs of casework as required  
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