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Fenland District Council



JOB DESCRIPTION

	JOB TITLE


	Principal Planning Officer

	VACANCY REF


	Generated by HR/OD 

	GRADE


	Hay 1 

	TEAM


	Planning

	REPORTING TO

 
	FDC Development Manager

	RESPONSIBLE FOR


	A team of senior and junior development management officers (4 -5 officers) 


	BASED AT


	Any FDC site in district but currently based at Fenland Hall (with a degree  of remote working to be  agreed)  


	PURPOSE OF THE POST


	Deliver high quality services through achieving customer satisfaction levels in line with national standards, effectively engage with internal and external customers to inform and advise and, when required, project manage major applications or account manage a range of minor applications in line with best practice, national standards, organisational requirements and statutory obligations.


PLEASE NOTE:

Fenland District Council is committed to equal opportunities. 

It is the Council’s aim to ensure that no potential job applicant, employee or service user, will receive less favourable treatment on the grounds of gender, gender reassignment, age, pregnancy, maternity, disability, ethnic origin, religion and or belief, sexual orientation, marriage or civil partnership. The Council will also not impose any conditions or requirements, which disproportionately disadvantage any group, which can not be justified in terms of the needs of the job or the service provided.

Fenland District Council operates a no smoking policy.

MAIN DUTIES AND RESPONSIBILITIES

	1
	Main duties and responsibilities

	1.1
	Effectively engage with residents, businesses, developers, partners, Council staff and elected members at all stages of the planning process and other forms of applications, to ensure that recommendations, advice and other actions comply with the Council’s Planning Policies the requirements of the Town and Country Planning Acts and/or associated Orders and Regulations.

	1.2
	When required account manage one or more complex ‘major’ projects/development schemes ensuring that plans are effectively managed, all project milestones, local and national performance targets are achieved and that external partners, developers and agents, and relevant Council staff are kept effectively up to date with progress, whilst exercising a high degree of autonomy, without supervision.

	1.3
	When required account manage a range of other applications to ensure workloads are effectively managed, all local and national performance targets are achieved and that external applicants, developers and agents, and relevant Council staff are kept effectively up to date with progress.  

	1.4
	Represent the service on cross functional and inter-authority teams, at Council committees and at public meetings, to ensure that accurate, up to date recommendations and advice are available and any required actions are delivered on time. 

	1.5
	Achieve customer satisfaction levels in line with national standards and best practice, to meet customer, partner, organisational and statutory requirements.

	1.6
	Coach and motivate individuals, share knowledge and develop best practice to ensure individual, work team and relevant service objectives and targets are delivered. 

	1.7
	Ensure that all correspondence is complete, up to date and effectively dealt with and recorded as part of the overall planning process and to be of a quality and transparency to inform appeals, enforcement action and the Council’s complaints procedure.

	1.8
	Participate in the regular review of service provision in line with national best practice and quality standards, including participation in cross function teams, and implement any required improvements effectively to ensure the ongoing efficient delivery of services. 

	1.9
	Evaluate new legislation, Directions, Planning Policy Statements, Circulars, recent court cases and research and make recommendations to the service and other relevant departments, of the potential impact and relevance to future service delivery.

	1.10
	Effectively manage personal workload, play an active role in the Development Management Team, share knowledge with team, identify and achieve personal development opportunities.

	1.11
	Promote and contribute to the development of the Council’s ‘One Team’ philosophy and approach to service delivery

	2
	Quality and Equality

	2.1
	To promote quality and equality within the Council and in the provision of its services. 

	3
	Customer Care

	3.1
	To provide excellent customer service to all internal and external customers in line with the Council’s commitment to Customer Service Excellence.

	4
	Other Duties

	4.1
	Comply with all the policies and procedures of the Council (eg Equal Opportunities, Standing Orders, Financial Regulations, Health and Safety).  Copies of these can be found in the Employees Handbook (which will be amended and reissued should there be any changes) and/or from Human Resources. 

	4.2
	To undertake such other work as may be required from time to time by the Service Manager, consistent with the duties and grading of the post.

	This job description is not definite or exhaustive but is provided to give the postholder an indication of the range of activities, duties and responsibilities concerned with the employment.

	Any changes to this job description will only be made following consultation with the post holder.

	Prepared By 

	Received By 


	David Rowen, DM Manager

	Nick Harding, Head  of  Planning

	Date: 11/8/22
	Date: 11/8/22



	Abbreviations

	E
	Essential selection criteria
	IV
	Interview

	D
	Desirable selection criteria
	T
	Test

	H/A
	How Assessed
	C
	Certificate

	AP
	Application Form
	
	


	
	E
	D
	H/A

	Experience
	
	
	

	Demonstrable experience of development experience including major projects
	(
	
	AP/IV

	Managing the political interface with elected members 
	(
	
	AP/IV

	Experience of delivering services in a major growth area and/or across multiple planning fields 
	
	(
	AP/IV

	Skills and abilities
	
	
	

	A high level of interpersonal skills
	(
	
	AP/IV

	Project Management
	(
	
	AP/IV

	Change Management
	(
	
	AP/IV

	Effective delivery of performance in line with local and national targets
	(
	
	AP/IV

	Delivering high qualities services to both internal and external customers
	(
	
	AP/IV

	Effective verbal and written communication skills
	(
	
	AP/IV

	Broad range of IT skills including Microsoft Office, Planning Systems e.g. Uniform
	(
	
	AP/IV

	EDRMS/GIS systems use
	
	(
	AP/IV/T

	Project Management tools and techniques in line with Prince 2 methodology
	
	(
	AP/IV/T

	Customer service skills – demonstrable ability to deal responsibly, positively and sensitively to customer needs
	(
	
	AP/IV

	Strong self-motivation and an ability to work with a minimum of supervision to tight deadlines 
	(
	
	AP/IV

	Ability to work co-operatively in a team to achieve prescribed objectives
	(
	
	AP/IV

	Ability to organise workload with discretion, tact and integrity
	(
	
	AP/IV

	Behaviours
	
	
	

	Evidence of all level 2 elements of the Council’s core competency framework, i.e.

· Respect and Dignity for all - is open, honest and courteous

· Teamwork and Co-operation - participates as a team member and encourages, enables and supports colleagues

· Effective Communication - communicate effectively with others

· Customer Focus - responds to customer needs
	(
	
	AP

IV

	Knowledge / Education
	
	
	

	Current relevant planning legislation and regulation
	(
	
	AP/IV

	Current legislation and regulation in other related areas
	
	(
	AP/IV

	Degree or equivalent in town planning or related subject
	(
	
	AP/IV/C

	Member of RTPI
	(
	
	AP/C

	Additional qualification or expertise in a relevant specialised discipline
	
	(
	AP/C

	Understanding of the “One Team” philosophy and approach to service delivery
	(
	
	AP/IV

	Other requirements
	
	
	

	Full driving License
	(
	
	AP/C

	Vehicle available for work
	(
	
	AP

	Proof of Right to Work in the UK
	(
	
	C

	Flexible working by arrangement.  This may include some early morning or evening work
	(
	
	AP/IV

	Demonstrate an understanding of acceptance and commitment to the principles underlying equal opportunities
	(
	
	AP/IV


PERSON SPECIFICATION


Principal Planning Officer
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