                                BURY METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

	Post Title:                  Technical Support Officer 

	Department: PLACE
	Establishment/Post No: N/A	

	Division/Section: PLANNING _ DEVELOPMENT MANAGEMENT
	Post Grade: Career 8
 

	Location: 3 Knowsley Place, Bury
	Post Hours: 	37 Hours per week
Monday to Friday (flexitime scheme in operation)                        

	Special Conditions of Service:  
None

	Purpose and Objectives of Post:
To assist in the effective administration of the Council's duties set out in the various planning/building and amenity acts, in developing and carrying out its corporate policies and in the guidance and control of development to provide a better environment, with particular reference to the consideration of planning/building and other related subjects. In particular to carry out the duties necessary for the processing of planning and associated applications in accordance with current statutory requirements and to agreed deadlines standards.

	Accountable to: Head of Development Management

	Immediately Responsible to:	   Planning Technical Team Manager

	Immediately Responsible for:	Set out below

	Relationships: (Internal and External)
Internal: Liaison with professional, technical, and administrative staff in the Department, other departments of the Authority and elected members.
External: Liaison and discussion with applicants, planning agents, other interested individuals and organisations, their legal representatives and with officers of other bodies/stakeholders, particularly the Planning Inspectorate (Level 4) and members of the public.


Control of Resources: 
Equipment: Personal computer, hardware and software appropriate to the duties of the post. 
Health and Safety: Any personal equipment as supplied. Awareness for self and others. 
Finance: Regularly handles and processes cheques, invoices and BACS payments (At Levels 2 and 3) 
Data and record systems relating to the purpose and objectives of the post: To carry out the application of organisational procedures and systems. To be organised and proficient in the use of Microsoft Office applications, including databases in implementing tasks. To have excellent IT, communication, time management and organisational skills along with enthusiasm, commitment, drive and a strong teamwork ethic. To ensure that statutory timeframes are adhered to for planning applications and appeal timetables for written representations, Informal Hearings and Public Inquiries
Duties/Responsibilities:
● Provide administrative and technical support to the Development Management Team. 
●Carry out the duties necessary for the registration and processing of planning and associated applications in accordance with current statutory requirements and to agreed deadlines, also to include: 
• Download and distribute consultees and representees comments submitted on online. 
• Review and Issue decision notices in respect of planning and associated applications which are issued for decision by the Planning Control Committee and under the delegated powers of the Director of Business Growth and Infrastructure
● Carry out all activities associated with the validation of planning and associated applications in accordance with current statutory requirements and to agreed deadlines, liaising with the planning agents/applicants and members of the public in order to facilitate with the validation process.
● Interpret and assess each planning application form/plans/documents individually according to their complexity and within the relevant statutory validation requirements. 
Input/index data on the department’s various database and document management systems. 
● Identify relevant neighbour notification requirements and statutory/non-statutory consultees; issue notifications of new planning applications received in accordance with performance targets and statute. 
● Research site histories, retrieving information from maps, index systems and archives. 
● Produce plans, plot sites, and identify Planning policies and constraints using the GIS system in accordance with procedures. 
● Input/index complaints, comments and consultation replies into back office systems (Acolaid and information@work) to agreed deadlines. 
● Maintain a working knowledge of the various IT systems/applications required for the work of the Development Management section and use them in the delivery of the service. 
● Produce the monthly Planning Control Committee agendas and relevant plans and viewpoints/photographs to meet agreed deadlines. Inform all relevant parties of the meetings/site visits and liaise with Democratic Services as necessary. Liaise with the Planning Officers throughout the agenda process to ensure all relevant agenda documents are up to date for publication. Ensure the final agenda is submitted to the relevant department for the publication within the statutory deadlines. Following the Planning Control Committee meeting produce the draft decision notices prior to the final decision notice being issued.
● Produce, collate and dispatch the weekly press notice to advertise relevant planning applications and submit to the Bury Times and process the associated invoices. 
● Maintain knowledge of the different planning application/prior approval types and the respective different documentation and public consultation requirements in line with validation criteria and statutory requirements. 
● Handle the daily planning enquiries for the Development Management and Planning Enforcement email in boxes ensuring appropriate responses are given to agreed deadlines to include, the need for planning permission, permitted development rights, pre-application advice, listed building/conservation area information, tree enquiries, change of use enquiries, appeal information, comments, complaints and professional/solicitor enquiries. 
● Answer planning enquiries/questions forwarded from the CRM Team daily, that they are unable to answer, regarding the planning process. Ensure any enquiries relating to the work of other Council departments are forwarded on to the relevant personnel.
● Take responsibility for keeping abreast of changes in relevant legislation, policy and procedure relating to this area of planning work.
● Comply with conditions of the agile working policy in light of homeworking/Covid pandemic and be responsible/accountable for the delivery of work within agreed deadlines. 
● Maintain the Appeals Register and administer the timetable for submission of appeals to PINS including ensuring accurate records are kept in Acolaid and that all appeals are submitted in accordance with the schedule set by PINS. Manage the appeals process including liaising with PINS on arranging public inquiries and hearings, legal department on appointing lead counsel, arranging prehearing/inquiry meetings and ensuring all documentation is available for the hearing/inquiry. Monitor progress of appeals on a daily basis. Ensure a detailed and in depth knowledge is maintained of the specialist area of processing Planning Appeals and Inquiries. 
● Maintain detailed knowledge of the specialist area of interpretation of permitted development rights for more complex cases such as change of use and complex development proposals and advise persons proposing to submit applications of the requirements of the legislation as appropriate. 
● Contribute to the preparation of reports on Development Management policies and other related matters as required. 
● Ensure all appropriate documentation is received, recorded and collated for each customers and relevant payment, including the signed application and any other specific paperwork required. 
● Arrange for the return of any overpayments. Chasing outstanding payments.
● Contribute to the development and maintenance of policies, procedures and business systems required for the customer and the Council 
● Work as part of a team and provide cover for colleagues as necessary. 
● Carry out shared and individual duties as allocated within the team and by the Planning Technical Team Manager. 
● Respond to correspondence, emails, personal and telephone callers ensuring all contacts adhere to the Councils principles 
● To maintain confidentiality and monitor computerised and manual records. 
● To work well under pressure, have the ability to work to deadlines, work under your own initiative and have a flexible approach 
● Contribute to analysing the effects of legislative changes on services and implement changes to ensure compliance. 
● Ensure clear accountability with team for delivery. 
● Maintain appropriate recording of data in relation to the Planning Register, GDPR and the Data Information Act 
● Maintain continued service excellence during times of change. 
● Monitor and evaluate data, information and customer feedback to ensure ongoing service quality including measures to resolve problems and continually evolve the service 
● To report any damage to equipment and shortcomings in local arrangements to a supervisor or line manager. 
Service Development: 
● Contribute to analysing the effects of legislative changes on services and implement changes to ensure compliance.
● Ensure clear accountability with team for delivery. 
● Maintain continued service excellence during times of change. 
● Monitor and evaluate data, information and customer feedback to ensure ongoing service quality. 
● Keep in mind the organisations issues and priorities in all activities.
● Ensure your contribution is in line with the team and service plan. 
● Suggest ways of completing activities more effectively. 
● Act as a role model by remaining flexible, positive and open to change. 
● Continuous Professional Development: 
● Seek out and act on feedback and coaching to continually learn and develop as a professional. Take responsibility for your own CPD. 
● To participation in supervision sessions, team meetings and employee reviews including contributing to the identification of your training and development needs. 
● To attend training and development activities as identified as relevant to your role including mandatory training and refreshers. 
● To maintain your own Continuing Professional Development. 
Safeguarding: 
As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm. 
Equality Diversity and Inclusion:
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
Health and Safety: 
The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies. Health and Safety responsibilities and to ensure that the Department’s and the Council’s health and safety arrangements are applied. To fully co-operate with the Department’s and To ensure that appropriate management or organisational representatives are informed of; any apparent cases of serious or imminent danger, situations which present a significant risk to health or safety, and any shortcomings in departmental and/or organisational arrangement. To carry out work in a manner that does not place the health and safety of yourself or others at unnecessary and/or inappropriate levels of risk. 
Career Grade Framework 
Criteria for movement up the levels will be based on an annual review by the line manager who will assess the following: 
Whether the criteria on the next level’s person spec has been fully met 
Whether the duties on the next level’s job description are being undertaken.
Whether the tasks on the current job description are being undertaken with limited/or without supervision.
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Level 4


	SHORT LISTING CRITERIA

	 Essential
	Desirable

	Knowledge of the planning application and appeals  process
	

	

	Manage the appeals process and timetables, notifications and venue organisation
	

	

	Recent experience of working within a Planning setting
	

	

	Experience of working for a local authority
	

	

	Computer literacy including previous experience of Windows-based word processing packages.

	

	

	Experience of working to and meeting tight deadlines 

	

	

	Experience of  special responsibilities and duties associated with service provision

	

	

	Ability to work without close supervision

	
	

	Demonstrable ability to work well as a member of a team

	

	


	Method of Assessment
	Assessment Criteria

	
Interview/
Analytical presentation

	T4 Commercial thinking and analysis
Ability to analyse and utilise relevant information from a number of sources.
	
	

	
Interview/
Personality Questionnaire

	T4 Developing self and others
Self motivation to develop skills and gain relevant knowledge.
	
	

	
Interview/
Analytical presentation

	T4 Planning
Ability to deliver a comprehensive plan and appeal planning processes, ensuring that all required resources, correspondence  and statements are in place in line with the timetables
	
	

	
Interview
	T4 Values ethics and diversity
Upholds the value of the Council and promotes consideration and tolerance. Is non judgemental and has an understanding of diversity.
	
	







