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	Job Description & Person Specification 


Job Description & Person Specification 


	Post Title:
Planner/Planning Assistant
	Grade: BR6/BR13


	Department:
Place
	Division/Section: Planning Division


	Post No:  0000873, 0000860
	Reports to:
Development Management Area Team Leader


	MAIN PURPOSE: 
To provide planning advice to assist the Council to fulfil its role as local planning authority.  




	SUMMARY OF RESPONSIBILITIES AND DUTIES: 
1. Handle all types of planning and planning related applications for consent, permission and approval.

2. Present the Council’s case at appeal in written representations, informal hearings and local inquiries.

3. Attend Plans Sub Committee and delegation meetings to assist in the determination of applications.

4. Investigate and report on alleged breaches of planning control.

5. Attend in Court and represent the Council’s position as required.

6. Deal with all correspondence related to planning issues.

7. Provide pre-application advice to applicants and third parties.

8. As required carry out any other duties within the planning division including duties in the development plan and heritage and urban design sections.

9. Attend meetings in and out of office hours as required.

10. Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the Department / Section.

This post is within the career grade structure for the Planning Division.  The duties detailed above are those typical to a planner within the Development Management Team.  However, the actual duties worked will be dependent upon where your appointment falls within the career grade structure.

Progression within the career grade structure is dependent upon qualifications, experience and the level of work you are undertaking.   


	CONTACTS AND RELATIONSHIPS: 




	MANAGEMENT AND LEADERSHIP: 




	EQUALITIES:

Implementation of the Council’s equal opportunities policies and its statutory responsibility with regard to other individuals and service delivery. 



	
	Date
	Name

	1.
Date drawn up
	
	

	2.
Given to Post holder
	
	

	3.
Confirmed by Line Manager
	
	

	4.
Evaluated
	
	


	Post Title:
Planner/Planning Assistant
	Grade: BR6/BR13


	Department:
Place
	Division/Section: Planning Division


	Post No:  16221
	Reports to:
Development Management Area Team Leader


	SKILLS & ABILITIES

Essential: 

· Ability to communicate orally in a clear and confident manner with a wide range of people at all levels.

· Able to write succinctly and in plain English, reports on Development Management matters.

· Excellent organisational skills and the ability to think laterally and work to tight deadlines.

· Ability to present the Council's case at appeal.

· Able to work with others as part of a team.




	KNOWLEDGE

· Up to date knowledge of planning legislation.

· Practical knowledge of IT packages would be an advantage.




	EXPERIENCE 

· Experience of working in planning.




	QUALIFICATIONS

· MRTPI or related degree.




	SPECIAL REQUIREMENTS

· Current driving licence



THE LEVEL AND TYPE OF WORK UNDERTAKEN WILL DEPEND ON THE GRADE ON APPOINTMENT WITHIN THE CAREER STRUCTURE
Planning Division Career Grade Structure and Competency levels

	Salary

Point
	Grade
	Graduate – 1st  degree entry/ or equivalent 
	RTPI accredited degree/Post graduate (Diploma/MA) Membership of Royal Town Planning Institute*
	Competency levels

	22

23

24

25
	BR7
	No related Town Planning qualification or experience
	
	1. Deal with routine planning applications, research or project work.

2. Write concise and accurate committee and other reports and reply to routine correspondence with limited guidance.

	26

27

28
	BR8
	Completed 1st year of Planning Course (#place confirmed on planning course)
	RTPI accredited degree no planning experience
	3. 

	29

30

31
	BR9
	Completed 2nd (#1st) year of Planning Course
	1 years’ planning experience
	4. Take on specialist responsibilities and able to exercise initiative on a range of planning matters

	32

33

34
	BR10
	Completed 3rd (#2nd) year of Planning Course
	2 years’ planning experience
	5. Some staff supervision of a limited nature.

6. Lead in less complex local inquiries, deal with larger planning applications liaising with senior colleagues as required. 

7. Capable of preparing more complex reports or detailed project work and correspondence.

	33

34

35

36
	BR11
	MRTPI membership to include 1 years’ postgraduate planning experience either in a Local Authority or in the  private sector


	MRTPI membership
	8. Professionally qualified. 

9. Display a higher level of initiative with less constant supervision.

10. Negotiate changes to proposals as deemed necessary and formulate reasoned professional recommendations.

11. Deal with major planning applications and/or policy reports. 

12. Show mature awareness of group and corporate responsibilities and provide support to junior members of staff.

	35

36

37

38
	BR12
	MRTPI membership and over 3 years’ postgraduate planning experience either in a Local Authority or in the  private sector


	MRTPI membership and over  3 years’ planning experience either in a Local Authority or in the  private sector


	13. Lead in more complex local inquiries. 

14. Contact with members and outside bodies. 

15. Take on responsibilities for training and development of newly qualified or inexperienced staff.

16. Contribute to group and corporate responsibilities 

	38

39

40

41


	BR13


	MRTPI membership and over 4 years’ postgraduate planning experience either in a Local Authority or in the  private sector


	MRTPI membership and over 4 years’ planning experience either in a Local Authority or in the  private sector


	17. As above but demonstrate greater ability in management and complex projects or specialist field. 

18. Planning Committee attendance and also represent the Council at other meetings as required 

19. Negotiation at top level inside and outside Council. 

20. Demonstrating exceptional ability in management and working independently of Team leader on complex projects or cases. 

21. Prepare reports and carry out research on own initiative.

22. Ability to set and monitor staff performance, demonstrating an awareness of the Bromley management style in so doing.

23. Represents the Service at public and other meetings

24. To act as the team leader in their absence in relation to managing the team and its workload.

25. Supervise and co-ordinate staff across a number of teams on allocated subjects.

26. Lead on specialist subjects and review/revise policies and procedures accordingly.


· or similar professional qualification

#
town planning courses as of 2005 condensed into 2 years instead of 3

	HR/OPS/BS/Recruitment 

Email address: recruitmentteam@bromley.gov.uk 
	Date Issued: February 2009

	
	Tel Contact: 020 8313 4532

FAX 020 8313 4873
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