
NORTH WARWICKSHIRE BOROUGH COUNCIL

JOB DESCRIPTION
Post Title: 
Planning Technical Officer

Grade: Scale 6
Directorate: 
Chief Executive


Division: 
Corporate Director - Environment 
 
Section: 
Development Control
Post No:

Responsible to: 
Principal Development Control Officer

Responsible for:  
None
Safeguarding:
All staff at North Warwickshire Borough Council are required to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs.  It is their professional duty to be aware of the signs and symptoms of abuse and, in accordance with the Child Protection Policy and the Safeguarding Policy for Adults with Care and Support Needs, to respond appropriately to any identified concerns.

Special Conditions:

None 

Scope and Responsibilities:

To contribute towards the provision of the Development Control service of the Council through providing advice and assistance to members of the public and prospective applicants on planning matters together with the processing of minor and householder planning applications.

Principal Responsibilities:

1.
Offering advice and assistance to prospective applicants and the public in general.

2.
To process minor and householder planning applications.

3.
To carry out initial investigations in relation to alleged breaches of planning control and other related legislation.

4.
To provide advice and guidance to support staff in the registration and validation of applications.

Key Tasks

1.
a)
Advising members of the public and prospective applicants on the need or otherwise 
for formal submission of applications against the relevant Planning Acts and 
Regulations.


b)
Responding to enquiries concerning other planning matters including histories, 
compliance with conditions and reports of unauthorised development.

2.
The examination of, and the processing of minor and householder planning applications as required by the legislation.  This will include:

a)
Initiating appropriate consultations and notifications and ensuring that procedures have been complied with.

b)
Negotiating with the applicant or agent to overcome any difficulties or deficiencies in the proposals, and preparation of appropriate correspondence pertaining to such matters.

c)
Determining what recommendations to make, taking into account planning policy, consultation replies, legal advice, background history, site investigation, the environmental implications of the proposal, and observations received.  The recommendation will include conditions or reasons for refusal.

d)
Preparation of reports to the Planning and Development setting out the proposal, background, relevant planning policies, comments of consultees and interested parties, observations on the merits of the proposal, and the recommendation.

e)
Keeping detailed and accurate records of site visits, and relevant telephone calls, and minutes of meetings.

f)
Liaison with officers from other sections and Divisions of the Council, relevant professions and external authorities whenever appropriate, together with attending meetings and negotiating with the applicants on matters relevant to applications.

g)
Preparing written representations setting out the considerations which led the Council to its decisions, in the event of an appeal against a refusal of planning permission by the Council.

3.
Initiating Tree Preservation Orders in conjunction with the Council’s Tree Officer, preparing observations on Vehicle Operator Licences, and on other matters relating to planning control.

4.
Keeping informed of changes in legislation and development in the planning field, which are relevant to the duties of the post.

5.
Participating as a member of Section Meetings, in pursuing matters relevant to the post.

6.
To be familiar with the Council’s Performance Indicators, and the relevant objectives of the Corporate Plan as far as they affect the postholder.

7.
To take responsibility for the postholder’s own health and safety, as required by legislation.

8.
Undertaking such other duties as may be allocated to the postholder.

Agreed by Postholder: 

Date: 



