WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION
Job Title:			Planning Policy Officer			
Pay Grade:			W3 – W4
Team:				Planning 
Function:			Planning Policy
Responsible to:	      	Planning Policy Manager
Job Purpose:	
To develop, interpret and defend planning policy to facilitate the delivery of the aims and objectives of the Council. This should be underpinned by robust and credible evidence base and effective community involvement. This should be delivered to high quality.  

Key Area:
PLACE - An Enterprising, Vibrant and Sustainable Place
We will help to create a sustainable community which has a strong identity and is a place where people want to be, by:
· maintaining a high quality natural environment where resources are used wisely and biodiversity is conserved;
· creating a high quality built environment which meets local needs, and enables an enterprising culture to flourish and the local economy to prosper; and
· providing, in collaboration with partners, the physical and electronic
infrastructure to enable efficient and integrated travel and to support high quality electronic services.

Main Tasks:
1. To play a role in preparing the Council’s Local Development Documents in accordance with agreed timescales, in particular, the preparation of the Council’s Site Allocations Development Plan Document.

2. [bookmark: _GoBack]To prepare Infrastructure Funding Statements, ensure that Community Infrastructure Levy income and expenditure are appropriately monitored, managed, reported and enforced. 

3. To carry out detailed research and/or engage and manage consultants to do so, to provide a robust evidence base to underpin the Council’s Local Development Documents. An example is the Infrastructure Capacity and Delivery Plan.

4. To ensure that policies and guidance set out in the Council’s Local Development Documents furthers the overall aims of the Council and its partners as expressed in the Corporate Plan and the Council’s key priorities. 

5. To ensure that policy and guidance is translated into positive and good quality advice to inform development management decisions.

6. To play a key role for the Council’s support for neighbourhood planning.

7. To provide good quality planning policy advice to the general public, in particular, on environmental and green infrastructure policies.

8. To liaise with relevant officers at other Districts/Boroughs, county and national levels to ensure that Woking’s interests are taken into account in the preparation of Local Development Documents of neighbouring authorities and national policy and guidance. 

9. To produce policy documents and reports to inform decisions of the Council.

10. Provide good quality advice and support towards:

a. preparation and review of the Local Development Documents and other planning policy statements;     
b. the implementation of Local Development Documents policies including the preparation of Supplementary Planning Guidance;
c. the Council’s response to strategic planning documents;

d. the preparation of other Council strategies prepared by other business areas of the Council.

11. Work with colleagues to develop a common understanding amongst, and market the concept of excellence in planning to, senior managers, to gain their involvement and ongoing commitment to promote and encourage all employees to work to planning best practice.

12. Develop and maintain contacts with external partners to understand learn and import good practices from their planning activities.

13. Attend, present reports to and assist at public meetings, exhibitions, working parties and Committee meetings as necessary, including preparing and presenting planning policy evidence to Public Inquiries/Independent Examinations.

14. Promote improvements/achievements amongst all departments for the purpose of sharing good practice.

15. Provide pre-application advice on development proposals. In this regard, you must have a positive approach to and an open mind about development. Your initial instinct to proposed development must always be about what you can do to make development acceptable within the framework of the development plan for the area

16. Assist with general administrative functions, e.g. arranging and taking notes at meetings, preparing reports where relevant.

17. Undertake any other duties at a level appropriate to the post.




PERSON SPECIFICATION
Job Title: Planning Policy Officer

	Criteria
	Standard
	E/D
	Measure

		Education & 	training
	· Degree or equivalent town planning qualification.
· Membership of the RTPI or working towards gaining membership.
	E

D
	A

A

		Experience
	· Planning Policy.
· Development Management.
· Neighbourhood/Community Planning.
· Presentation to Councillors and general public.
· Preparation of Local Development Documents, in particular, Development Plan Documents and Supplementary Planning Documents.
· Good understanding of planning legislation.
	D
D
D
D

D



D
	A / I
A / I
A / I
A / I

A / I



A / I


		Special Skills
	· Experience in use of Computers/IT systems. In particular, Uniform, GIS.
· Excellent communication skills at all levels (written and oral).
· Project Management.
· Presentation skills.
· Ability to manage change.
	E

E

D
D
D
	A / I

A / I

A / I
A / I
A / I

		Motivation
	· Committed to high quality, customer focused service delivery.
· Flexible.
· Able to work under on own initiative.
· Ability to work to strict deadlines.
· Dynamic, proactive with a ‘can-do’ attitude to planning for change.
	E

E
E
E
E
	I

I
I
A / I
I

		Personality
	· Self motivated.
· Organised.
· Confident.
· Team worker.
· Effective and efficient.
	E
E
E
E
E
	I
I
I
I
I

		Special 	Requirements
	· Attendance at public meetings, committees etc. outside normal office hours.
· Full UK driving licence.
	D


D
	I


A / I


Key:
E = Essential, D = Desirable, A = Application Form, I = Interview
Candidate Screening:
Rehabilitation of Offenders Act 1974 applies
Disclosure and Barring Service check: Not required
[image: wbclogo]







Woking Borough Council Role Map

Job Title: Planning Policy Officer

Team: Planning
 
Function: Planning Policy

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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