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Job Description and Person Specification Profile

	Job Title:
	Planning and Building Control Technician 

	Job ID
	I68

	Service
	Planning 

	Grade
	F

	Reporting to
	Planning and Building Control Support Manager



	The Role

	
This role is to provide technical support to assist with the delivery of an effective and efficient, customer-focused Planning and Building Control service, which supports good development openly and quickly.  This will include validating applications, providing basic pre-application advice and supporting officers throughout the application process.

Main Duties and Responsibilities include:

· To manage a team of technical support officers in carrying out the duties of the Technical Support Team in relation to the registration and processing of Planning and Building control applications in accordance with statutory requirements.

· To ensure the delivery of an effective and customer focused planning and building control technical support team. This includes efficient registration and validation process which helps our customers get it right first time and in a way which meets local performance indicators. For planning applications this includes determining whether an application is valid or invalid when assessed against the relevant legislation, procedural regulations and national and local validation requirements and liaising with the customer to advise them of this. In relation to Building Control, this includes registering building regulation applications, management of file correspondence, calculating fees, processing initial notices from Registered Building Control Approvers, setting site visit schedules and handling Building Control correspondence in accordance with statutory requirements and guidance. 

· To support the delivery of an effective, customer focused pre-application advice service, fostering a ‘development team’ approach across the Planning and Transportation service. This includes ensuring that requests are acknowledged and responded to in a timely manner and assisting with basic enquiries to determine whether planning permission is required. 

· To support the delivery of a proactive Building Control service to maximise fee income, including dealing with technical queries, fee calculation, and responsive approach to communications with applicants.

· To process, monitor and provide support for Planning Officers where required with planning appeals in accordance with the relevant legislation, guidance and procedures 

· To accurately conduct research into the planning history of sites in connection with planning applications and for planning appeals, and in response to enquiries from the general public in a timely and customer focused manner.

· To produce accurate and regular monitoring and statistical report/ returns using the Planning and Building Control systems and to complete quarterly statistical returns for the Department of Communities and Local Government/ Building Safety Regulator. 

· To support and assist with the rollout of digital planning and building control systems integrating with the Council’s IT systems to help deliver an effective, efficient and customer focused Planning service. 

· Maintain the general email correspondence received by the section in a timely and professional manner. 

· Assist in maintaining the Planning and Building Control  website pages to ensure that information is accurate, well-presented and supports self-service by customers in accordance with the Council’s policies and corporate identity. 

· Deal effectively and professionally with enquiries made on the telephone or in person by the public relating to such matters as the need for planning permission, how to submit a planning application, requests to inspect planning applications and advice on how to participate in the planning process. 

· Participate in the planning and building control ‘duty officer’ rota supporting customers of the service

· Assist in collating the agenda and preparing PowerPoint presentation material for Speakers Panel (Planning). 

· To carry out such other duties as may be directed by the Head of Planning and Transportation. 

· To comply with Health and Safety legislation and the Council’s policies 

· To comply with the Council’s policies and regulations. 

· The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· Educated to A level standard or having substantial experience of working in a planning environment

Your essential skills, knowledge and experience

· Experience in analysing and reviewing plans and technical documents 

· Experience of working as part of a small, dedicated team that successfully addresses challenging issues and deadlines

· The ability to effectively and efficiently manage work and meet competing deadlines and priorities 

· Excellent communication and interpersonal skills including the ability to clearly and accurately convey information both verbally and in writing. 

· Excellent organisational skills 

· Excellent IT skills with advanced knowledge of Microsoft Word, Excel and PowerPoint and ability to use GIS to store, retrieve and analyse data. 

· Confidence and ability to apply IT skills in an innovative manner in order to secure solutions to defined problems. 

· Demonstrate high levels of care, accuracy, confidentiality and/or security when handling information. 

· Ability to provide support and assistance to range of customers, sometimes in challenging situations 

· Ability to read, understand and interpret complex plans and technical documents 



If you have the following experience or qualifications – then that’s great!

· Educated to Degree level in Town Planning/ Building Surveying or related subject 

· Knowledge of town planning and an understanding of relevant National Planning Policy and Guidance and the underlying concepts and principles.
· Knowledge and awareness of the Building Act 1984 and Building Safety Act 2023, including Operational Standard Requirements.

· Experience of working in a Planning and/ or Building Control environment

· Working knowledge of specialist planning and building control software (preferably Idox)

· Understanding of the roles of elected Members





Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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