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JOB DESCRIPTION FORM
	JOB TITLE:
	Principal Planning Officer



	DATE COMPILED:
	April 2020


	DEPARTMENT:
	Chief Executive’s


	COMPILED BY:
	MJP


	Job No:
	1G046P


JOB OUTLINE

Purpose

To take a lead role in the production, adoption and implementation of development plan documents as well as leading and undertaking projects and tasks within the Planning Policy team.
Duties
1 Take a lead role in the implementation of the Council’s Local Plan (and/or its successor) with a particular focus on infrastructure planning, and also take a lead role on the production of individual documents within and informing the Local Plan;
2 Take a lead role in preparing and securing adoption/approval and implementation of other planning documents and plans - including strategies, action plans, planning briefs, supplementary guidance, proofs of evidence, press releases and consultation material;
3 Manage consultation processes on development plan and other documents in agreement with the Planning Policy Manager and/or the Head of Planning and Development;

4 Deputise and substitute for the Planning Policy Manager and/or the Head of Planning and Development as required;

5 Contribute to the work programme of the Planning Policy Team;

6 Mentor staff within the Planning Policy team;

7 Manage staff within the Planning Policy Team on identified projects;

8 Ensure progress to meet the milestones in the local development plan programme;

9 Draft planning reports as appropriate to Committees and Member steering groups;

10 Present reports to committees and appropriate groups on matters related to the requirements of the post;

11 Make presentations to the public on matters related to the requirements of the post;

12 Represent the Council in an advocacy role at examinations/inquiries into key planning documents and as a support witness on planning appeals; 

13 Commission, manage and review studies or advisory services from external consultants;

14 Undertake consultations with all stakeholders and members of the public as appropriate;

15 Provide advice on the Council’s adopted and emerging policy to the development management team and comment on relevant planning applications.

16 In conjunction with the Planning Policy Manager, keep under review, engage and report as required on national and regional guidance and policy matters of neighbouring authorities and agencies which affect the borough.
17 Ensure that the requirements of the relevant planning acts are complied with;

18 Advise the public, applicants and other bodies on an informal basis both verbally and in writing on planning matters.

19 Carry out site surveys;
20 Advise, attend and present reports to Committees, officer groups, public meetings and Inspectorate examinations;
21 Manage stakeholder and community participation and respond to representations including making effective use of the Council’s online systems;
22 Participate and support the Council’s working groups concerned with bringing forward major development sites and the implementation of strategic plans (the Sustainable Community Strategy, Economic Development Strategy) as required.
23 Manage survey research and monitoring work to support development documents and other strategic documents as required.

24 Represent the Council at cross district officer groups and on joint consultancy studies.

25 Such other duties as may, from time to time, be allocated appropriate to the grade and contributing to the purpose and objectives of the post.

RESPONSIBILITY AND AUTHORITY
	Staff
	Mentoring and project management role 


	Financial
	N/A


	Professional
	Operate in accordance with Royal Town Planning Institute professional code of conduct


	Equipment
	Responsible for proper handling of all equipment including computers




RELATIONSHIPS

	Accountable to:
	Planning Policy Manager/Head of Planning and Development


	Contacts with other people:
	

	a)
	Own Department
	Colleagues and administrative staff



	b)
	Elsewhere within the

Council
	Frequent with heads of service, managers and members

	c)
	Outside the Council
	External organisations such as Environment Agency, Hertfordshire County Council and other Hertfordshire Authorities.


PHYSICAL CONDITIONS
	Location:
	At any Council site within the Borough



	Exertion:


	Normal for office based post.

	Accident/Health Risks:


	Normal for office based post.


ECONOMIC

	Grade:
	S 37


	Hours:
	37 within a scheme of flexible working hours



	Overtime:
	Infrequent in accordance with scheme



	Car allowance:
	Casual user at standard rate per mile



	Housing:

Removal:
	In accordance with Council policy




Other

	Is this an alcohol restricted post?
	No




EQUAL OPPORTUNITIES 

All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

EMPLOYMENT CHECKS REQUIRED FOR THIS POST 

The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

EMPLOYMENT OF EX-OFFENDERS

The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.

SAFEGUARDING

All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations

SPOKEN ENGLISH

For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post
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