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Job description

	Date:   5 September 2018
	
	




	Department:

	Place and Economy

	Post number:

	PPLTPO006

	Section:

	Planning and Building Control

	Job title:

	Planning Officer

	Grade:

	Grade 8




Main purpose of job

Responsible to a Principal Planning Officer through a Senior Planning Officer in Development Planning and Policy or Development Management for supporting: policy development; development plans; updating development management policies; reviewing guidance; development of planning frameworks; processing of planning applications and appeals; enforcement of planning controls and delivery of other related planning functions such as conservation and protection of trees.

Responsible for the day-to-day management of technical staff and other staff as required within the Development Planning and Policy or Development Management Units.

To provide support to the team in meeting all statutory requirements and ensuring effective performance whilst supporting training and development for staff to meet the needs of the business and all customers in accordance with best practice standards and other performance measures.
To assist the Senior Planning Officer with the supervision of the Assistant Planning Officers and other technical staff, as required, and to support the work of Assistant Planning Officers and technical staff in the area of work assigned through the provision of guidance and advice on relevant planning and technical and issues.


Summary of responsibilities and personal duties

1. Support the work of the team in development of policy frameworks or policies, processing planning applications and appeals; enforcement of planning controls or other related planning functions and contribute to the management of staff where appropriate.

2. Prepare reports, technical papers, statements, evidence and other information and present it at appeals, meetings, committees, public inquiries and to outside organisations, when required.

3. Assist in the commissioning of consultants and the management of contracts for specialist work or projects.

4. Assist the Senior Planning Officer in the day-to-day supervision and development of the Assistant Planning Officers and technical staff as required in accordance with the principles of performance management ensuring the timely delivery of high-quality professional services. 
5. Attend meetings with internal and external stakeholders (including evening meetings when requested) related to your specific areas of work at various locations across the city or country.

6. Carry out consultations on planning related issues including attendance at exhibitions and external meetings at various locations across the city or country.

7. Provide professional advice on planning policy, development management or enforcement matters and support to colleagues to ensure the delivery of integrated, comprehensive planning functions across the service.

8. Support the participation on regional and other cross-authority planning arrangements.

9. Undertake research, monitoring, surveys and site inspections as appropriate at various locations across the city and respond to consultations ensuring that the council’s views are expressed effectively.

10. Keep up-to-date with current professional/technical practice and respond to changing team responsibilities or priorities.

11. Effectively utilise council IT systems, GIS and software to research, organise, evaluate and communicate information.

12. Support work on wider service level business and management initiatives as required.

13. Provide professional advice on more complex and technical planning policy; development management or enforcement matters.

14. Motivate and manage any staff, that may be assigned, to the postholder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme.

15. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

16. Participate as directed in the council’s recruitment and selection procedures.

17. Act in accordance with council and departmental policies and procedures including customer care, equal opportunities, health and safety and any pertinent legislation. 

18. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

19. Undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.   

While the vacant post is within Development Management, the post-holder may be required to work in other areas of Planning including Development Planning and Policy Unit and Enforcement in response to operational priorities.

The post-holder should also be aware the location of this post in the organisation structure could be subject to change in the future. 
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Essential criteria

Qualifications

Applicants must, as at the closing date for receipt of application forms, have:

· a third level qualification in Planning or a related subject; and

· a full, current driving licence which enables them to drive in Northern Ireland OR have access to a form of transport which enables them to meet the requirements of the post. It is desirable that a vehicle is available for official business.

Experience

Applicants must, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, that they have:

a) at least two years’ relevant experience of: 
I. processing planning applications in a development management environment;
                          OR
II. planning policy formulation1 or the implementation of policy frameworks2 in a local development planning environment; 
OR
III. investigating and resolving enforcement matters; and 
b) at least one year’s relevant experience of managing and motivating planning team members in accordance with the principles of performance management and personal development.





1 Policy formulation includes research, appraisal and drafting for a statutory development plan process as set out in The Planning (Local Development Plan) Regulations (Northern Ireland) 2015 
2 Policy frameworks encompass statutory planning documents such as Supplementary Planning Guidance and adopted statutory masterplans or other strategic policy documents that form part of the statutory process such as Transport or Infrastructure Plans.

Desirable criteria

In addition to the above essential criteria, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms: 

· in the first instance, can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in (ai, or aii or aiii), as detailed above; and
· in the second instance, have full, current chartered membership of the Royal Town Planning Institute, Irish Planning Institute, or an equivalent professional planning body.


Special skills and attributes

Applicants should also be able to demonstrate evidence of the following skills and attributes which may be tested at interview: 

Technical knowledge: knowledge of relevant planning legislation and national guidance with the ability to interpret law and policies.

Analytical skills: the ability to analyse, interpret and collate evidence and information to support the development of policy.

Report writing skills: the ability to prepare and present reports, technical papers, statements etc.

Team working skills: the ability to work as a team member and contribute to team goals and objectives whilst motivating staff to contribute to broader goals and objectives.

Customer care skills: the ability to work within a customer focused environment and deal effectively with members of the public.

Corporate working skills: the ability to ensure productive corporate working through the development of relationships with relevant stakeholders, elected members and members of the community.

Communication skills: the ability to communicate effectively at all levels.

Negotiation and persuasion skills: good negotiation and persuasion skills with the ability to encourage others to adopt a particular course of action.

Information technology skills: good information technology skills with the ability to use GIS systems, databases and spreadsheets effectively.









