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•
It may be varied from time to time at the discretion of the Authority,

in consultation with the postholder.
	Job Title: Planning Compliance Officer
Post No:DC029
Service: Planning

Accountable to: Planning Enforcement Manager


	


	JOB SUMMARY

	To carry out timely appraisal, investigation and evaluation of planning breaches and other planning compliance checks to support the wider Planning Service as necessary. 

The role will include undertaking site surveys (often at very short notice), evaluating compliance with approved documents and obtaining, recording and reporting evidence to assist decisions and associated actions related to breaches of planning control. 

It will also involve providing advice and expertise on planning compliance issues in accordance with law, good practice, planning policies and government advice, as well as liaising with other regulatory services in the Council and with wider partners as necessary in order to assist with the remedy of planning breaches.  


	KEY TASKS

	1.   Professional/Operational Responsibilities
· Undertake regular site visits (often at short notice and on occasion during unsociable hours when necessary and required) to accurately evaluate possible breaches of planning.
· Take responsibility for the proactive and accurate monitoring of compliance with planning conditions and legal obligations.
· Prepare accurate written reports on planning compliance related matters and present those findings to a range of audiences as required.
· Gather evidence and information from a range of sources to support enforcement functions and wider work streams within the planning service. 

· Initiate contact and liaise with other regulatory services in the Council and with our partners where compliance issues require multidisciplinary attention. 
· Assist with correspondence and enquiries relating to planning compliance related matters.
· Maintain a sound up to date knowledge of current legislation, good practice, planning policies and government advice relevant to the role.
· Use of range of IT management systems.

· Ability to accurately read maps, interpret planning drawings/planning information, take measurements and calculate areas and volumes. 
· Ensure responsibilities stated above are delivered to prescribed service performance targets.  


	2.   Teamworking

· Work as part of a team to ensure service objectives are met and an effective service to customers in delivered.


	3. Communication

· Ability to understand and articulate planning and compliance enforcement issues to a varied audience with different levels of technical understanding through a range of mediums and in a positive and proactive way. 
· Take responsibility for responding to enquiries in a timely and efficient way to prescribed deadlines where required.

•
Ability to communicate calmly and professionally with recalcitrant members of the public.


	4.  Service Delivery

· To engage fully and proactively with the Councils Performance Development Review (PDR) process (or any future replacement) to ensure service performance targets and quality indicators are met.

· Attend regular meetings with managers and colleagues as relevant to ensure that performance and service delivery standards are established, understood and met.
· Ensure established standards of customer care are maintained.
· Attend training courses relevant to post to assist in service delivery of the highest standard.



	5.  Contacts

· Internal: Officers from the Planning Service and wider service areas and elected Members
· External: MP’s; Solicitors, Counsel, Local Authorities, Statutory and Government Agencies, residents and businesses.




The above list is not intended to be exhaustive but merely to indicate the work range and core job content of the post.  The list is not arranged in priority order.
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KEY CRITERIA
	
JOB REQUIREMENTS
	
F/I/O

	1.
Qualifications

	· English and Maths to GCSE standard or equivalent.
	F

	2.
Job Specific


Skills &


Knowledge

	· Experience in working in an enforcement environment desirable 
· A sound up to date knowledge of current legislation, planning policies, good practice and government guidance relevant to the role.
· Ability to produce accurate and informative records and reports to a high standard.
· Ability to accurately evaluate possible breaches of planning through the interpretation of planning drawings and information, undertaking measurements and calculating areas and volumes. 

· Experience of presenting information to a range of audiences.
· Experience of gathering and accurately recording evidence and information from a range of sources.
· Experience of liaising and working with internal colleagues and external parties on multidisciplinary issues. 

· Ability to respond to correspondence and enquiries in a timely manner and where required with discretion, tact and integrity.
· Experience of using a range of IT management systems effectively and efficiently.
· Experience of proactively manage work tasks to prescribed service performance targets and deadlines.  
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	4.
Contacts


	· Evidence of having informed and discussed contentious issues with members of the public.

· Ability to work constructively with colleagues, Members and external enforcement agencies.

	F/I

F/I



	5.
Service Delivery

	· Evidence of having met performance targets.

· Appreciation of expectations of customers and commitment to meeting them.

· Evidence of having worked within a team environment but confident to use own initiative when the situation demands.


	F/I

F/I

F/I



	6.
Communication


	· Evidence of having a confident but approachable demeanour with an ability to handle confrontational situations in a sensitive manner.

· Able to grasp information quickly.

· Ability to express facts clearly and accurately both verbally and in writing.

· Evidence of adapting communication styles for different audiences.

· Ability to deal constructively with customers over the telephone regarding complaints.


	F/I 

F/I
F/I

F/I
F/I

	7. Other


	· The post holder will be required to visit and inspect land and development sites and other locations both within and beyond the district.  
· The post holder will require a current valid driving licence.

· On occasions the post holder will be required to undertake work and site visits outside of normal work hours and/ or at unsociable hours
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