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•	This form summarises the purpose of the job and lists its key tasks.

•	It may be varied from time to time at the discretion of the Authority,
in consultation with the postholder.


	
Job Title: Planning Support Manager (PSM)	 

Service:  Planning	Accountable to: HPBC 




	
JOB SUMMARY

	
Together with other managers in the service area, the purpose of this job role is to ensure effective service delivery in accordance with quality performance and management indicators, implementation of good practice, a desire to ensure the delivery of a high quality and improving service and the delivery of wider political and corporate aspirations of the Council.

Managers provide a lead and role model in the service, striving to ensure that all staff in the team work to their full potential and are developed and given opportunities for development.  Managers lead by example ensuring they display the Councils values and behaviours.  Together with the HPBC, Service Managers and DM Quality and Performance Managers, the PSM will form part of a management team which will seek to deliver high quality service and drive improvements to the service.

Managers have a vital role in ensuring that staff performance is achieved and maintained.  Within an environment which is both supportive and learning, Managers will be expected to undertake actions as appropriate to ensure that staff in the team deliver in accordance with expectations.




	
KEY TASKS

	
Operational Responsibilities*

Planning Support Service Manager (PSM)

· The PSM will work to ensure the delivery of an effective support service across all of the functions of the planning service and providing appropriate management and performance information. 

· The PSM will undertake the full range of management tasks seeking to ensure that staff for which they are responsible deliver their work in accordance with agreed performance management and quality standards.  The PSM will undertake all tasks as necessary to support, guide and assist staff within their team or assigned to them, supporting them to deliver their work, resolve problems and project manage tasks and procure additional skills and resources where required.

· The PSM will ensure the active management of staff within their team or assigned to them, undertaking regular work planning meetings and other management activity on a 1-2-1 basis and ensuring that staff Performance Review Processes (PDRs) or any process that replaces this in the future, are undertaken.

· The PSM will be working to ensure proactive delivery of high quality outcomes, looking to achieve improvement in the services they manage and deliver outcomes in accordance with established quality and performance management indicators.  They will be required to undertake all tasks appropriate to their level to ensure the delivery of the service.  There will be opportunities to, and the PSM may request or be required to input into project work outside of the delivery of their service, either through service improvement projects or into corporate project work.

· The PSM will be expected to display the council’s values and behaviours, looking to support, assist and improve the delivery of the service to customers. 

· The PSM will be expected to lead, support and input into budgeting and resource management for their area of the service.

· The PSM, together with the DM Quality and Performance managers, Service Managers and the Head of Planning and Building Control, will act as a management team for the service, working collaboratively, deputising and supporting each other as appropriate to manage and deliver an effective service, achieve improvements, enable a supportive and learning culture, draw and improve from mistakes, drive staff to achieve their maximum potential and take collective responsibility for the quality of the output of the service.

· Whilst assigned to a particular service area, the PSM can request and be required to input into, support and deliver the work of any part of the service.



	Management /Supervisory Responsibilities

· The PSM has responsibility for the full range of management functions for staff within their team, directly reporting or assigned to them.

· The PSM will provide guidance, support and assist with problem solving for all staff within their team or assigned to them to manage.

· Where necessary, the PSM will be responsible for the procurement and management of the output of the work of external consultants, in accordance with the Councils procedures


	Contacts

· The PSM will come into contact with a wide range of customers.  They are expected to display the values and behaviours of the Council in all contacts, ensuring the delivery of a high quality and respected service.  Contacts should be dealt with proactively, seeking to maximise the benefits that can be delivered by the service in co-operation with customers.

· Contacts will include applicants, third parties affected by development, community, residents and special interest groups, council members, other elected representatives, developer interests, service and infrastructure delivery providers, internal customers including colleagues throughout the council, service managers, directors, other senior managers, chief executive.


	Communication

· The PSM is expected to be able to understand and articulate planning and other issues as relevant to their audience.  They should deliver planning information in a positive and proactive way ensuring that the benefits of the service are understood.  The PSM must take responsibility for proactively dealing with all communications in relation to their service area and assisting colleagues with their contacts where appropriate.

· The PSM is expected to operate as part of the wider planning service management team, supporting each other to deliver an effective service to customers.  The PSM will be expected to ensure that they cover the work load of colleagues at their level during absences and maintain effective communication between them and colleagues.

· The PSM will be expected to engage fully and proactively with the Councils employment development and learning and management programmes, including the Performance Development Review (PDR) process or any future replacement of it.  They will be expected to take part in regular meetings with their manager as relevant to ensure that performance and service delivery standards are established, understood and met.



	
Service Delivery

· The PSM is working to ensure the delivery of an effective, high quality and respected service to customers.  They will display the values and behaviours of the Council and will work to ensure the delivery of a proactive service in accordance with quality and performance management indicators.  They will seek to ensure continuous self improvement and to support, assist and deliver improvements to the quality and delivery of the service.







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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•	This form summarises the purpose of the job and lists its key tasks.

•	It may be varied from time to time at the discretion of the Authority, in
	consultation with the postholder.

	Job Title: Planning Support Manager	 

Division: Planning	Accountable to:  HPBC 
	



		KEY CRITERIA
		JOB REQUIREMENTS
		F/I/O

	
1.	Qualifications



	

Planning Support Service Manager

·  At Planning Support Service Manager level the post holder should hold a degree or HND in a management or related discipline, a management qualification is also desirable

 
	



F/I

	
2.	Job Specific
	Skills &
	Knowledge



	

· The PSM should be able to demonstrate experience of budget and resource management, understand the importance of performance management and understand and use computer information systems.

	
F/I/O

	
3.	Team Working




	
· The PSM should be able to demonstrate experience of management of a team, allocating work and managing resources and budgets to ensure that service delivery targets are met.  They should be able to demonstrate an understanding of their role in that overall service delivery picture


	
F/I






	
4.	Contacts



	
· The PSM should be able to demonstrate an ability to communicate with a range of audiences, including politicians and through a range of mediums.  They should be able to demonstrate experience of managing their communications and engaging proactively with customers and colleagues.


	
F/I



	
5.	Service Delivery



	
· The PSM should be able to demonstrate an understanding of and experience of delivering outcomes in accordance with performance management and quality indicators and driving improvements to the delivery of the service.


	
F/I



	
6.	Communication






	
· The PSM should be able to demonstrate the ability to assimilate and understand communications they receive and act on them appropriately

· The PSM should be able to demonstrate efficient, effective and proactive communication skills

· The PSM should demonstrate a positive and proactive approach to all customers and colleagues

	
F/I



F/I


F/I

	7. Other
	
· The PSM may be expected to visit offices and other work locations both within and beyond the district.  They should be able to demonstrate that they can undertake this element of the role in an efficient and effective manner.  This may require that the post holder is the holder of a current valid driving licence and has access to a motor vehicle when necessary.

	
F/I



		KEY

	F		  =	Application Form
	I			  =	Interview
	O		  =	Other 
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