	
	
	



	
	
	




	

	Job Title:
	Developer Contributions Officer

	
	Service Area:
	Planning and Building Control

	
	Team:
	Major Sites and Infrastructure 

	
	Salary:
	Band 5-7 (SCP18 to SCP32)



Job Description
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Main Purpose of Job:
To act as a key officer for the administration of developer contributions and to support the Developer Contributions Specialist/s in ensuring an efficient, effective and timely developer contributions service in compliance with relevant regulations, including in relation to Community Infrastructure Levy (CIL) liabilities, Section 106 Agreements (s.106), Section 111 Recreational Avoidance and Mitigation Strategy (RAMS) contributions, the First Homes Allocation service and (from time to time) Building Safety Levy.  
To liaise with the relevant Planning Officers and other interested parties in respect of planning applications and decisions to ensure the required liabilities are addressed.
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Our Values:
You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:
1. To use the Council’s Uniform system and any other relevant monitoring systems to ensure all applications liable for Community Infrastructure Levy are highlighted and relevant notices received and issued in accordance with the Community Infrastructure Levy (CIL) Regulations 2010 (as amended).
2. To undertake tasks as required under the CIL Regulations on CIL liable applications, including (but not limited to): measuring gross internal area and calculation of CIL, applying relief/exemption, ensuring receipt of necessary forms, issuing Liability Notices, Demand Notices and invoices, monitoring income and expenditure, payment of neighbourhood funding to local councils, dealing with solicitor CON29 requests and any other duties as required. 
3. To support Planning Officers in the collection of Section 111 RAMS contributions and maintain the log of those contributions.
4. To maintain a comprehensive monitoring system, that enables each element of every s.106 agreement to be tracked and reported, with regards to trigger points, implementation, and completion and increase accessibility to users both within and external to the Councils and to improve the process where the opportunity arises.
5. To work in close liaison with the Finance Team to track monies received in association with Section 111 RAMS contributions, s.106 Agreements and CIL and monitor expenditure against these sums.
6. To assist Lead Officers in the pursuit of debt collection activities as appropriate to your Band/skill level.
7. To ensure customers communicating with the Infrastructure Team are provided with a prompt and courteous service and are supported to resolve concerns raised.
8. To keep up to date with new and amended legislation and developments concerning developer contributions, planning reform and other legislation/statutory guidance that can affect service delivery.
9. To help achieve the tasks and improvements contained in the Planning Services Service Plan and carry out duties in such a way as to maintain accreditation to ISO:9001:2008 Quality Management System, or any subsequent updated version, and to continually review working practices and deliver improvements wherever possible.
10. Undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
11. To promote and adhere to the workplace values of our organisation.

Band 6
In order to progress to, or be appointed to, Band 6 individuals need to be able to clearly demonstrate that they have considerable/significant directly relevant experience to work independently undertaking the Key Responsibilities of their role.

They must be able to clearly demonstrate that they are beginning to work effectively across at least four of the Specialist Areas listed in the Appendix 1. 

They should also have a desire to consolidate and grow their knowledge and skills across most of the Specialist Areas and have begun to focus on developing a Lead Specialism within a smaller number of them.

Band 7
In order to progress to, or be appointed to, Band 7 individuals need to be able to clearly demonstrate that they have considerable/significant directly relevant experience and have the specialist knowledge to work independently in at least four Specialist Areas listed in Appendix 1.

They must be able to demonstrate they can make appropriate recommendations and provide advice, including to Cabinet and Ward Councillors and senior officers.

They must also be able to demonstrate one of the following Band 7 Leadership Skills:
i) That they have mentored one or more staff, including coaching new employees, work planning, performance management and development of others in the team.
ii) That they have developed their understanding of a Specialist Area to a sufficient level that they possess extensive knowledge, for example, are able to produce detailed reports and demonstrate an ability to coach, advise and support others in the Team to develop their confidence and expertise within this Specialist Area.

Line Manager: Development Contributions Specialist
Responsible for:  N/A

Political Restriction: This post is politically restricted under the Local Government and Housing Act 1989 and postholders are prohibited from seeking public election, holding political office, writing or speaking publicly on matters of political controversy.

Note:	This is a description of the job as it is constituted at (October 2025) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.






Person Specification
	
	Essential
	Desirable

	Knowledge and Experience:
	Band 5
· A good working knowledge in at least one Specialist Area 
· Experience and knowledge of Microsoft Office suite.
· Experience in operating administrative databases and in undertaking processes for monitoring.

Band 6
· Demonstrated competence to work effectively in at least four Specialist Areas.
· Started to develop a deeper level of experience and knowledge one of the Specialist Areas.

Band 7
· Able to work effectively without supervision in at least four Specialist Areas.
· Significant experience and knowledge in one of the Specialist Areas. 
· Able to provide advice, including to Cabinet and Ward Councillors and senior officers
· Experience mentoring, coaching, advising and/or supporting other members of staff.

	Band 5 
· A good grounding in a wide range of planning issues and experience of either infrastructure delivery, planning policy or development control.



Band 6
· Experience of dealing with legal documents.
· Ability to review and respond to CIL and other developer contribution appeals.



Band 7
· Experience of budget management.
· Experience assisting in the implementation and review of strategic documents.


	Skills and Abilities:

	Band 5
· Able to communicate well, both in writing and orally.
· Able to work independently with minimum supervision whilst working effectively as part of a team.
· Able to prioritise workload and manage own time effectively.
· Able to meet deadlines and to work effectively under pressure.
· Able to work with accuracy and attention to detail; to create, develop and maintain records and information with considerable precision.
· Able to think logically and analytically.
· Computer literate.

Band 6
· Ability to use self-guided learning to consolidate and grow their knowledge and skills across Specialist Areas.
· Ability to problem solve and ask questions to obtain a deeper knowledge of their Lead Specialism.

Band 7
· Ability to organise and prioritise work effectively across multiple workstreams delivering high quality outcomes.
· Demonstrate Band 7 Leadership Skills as described in i) or ii) in the Job Description.  
· Demonstrate a customer focussed approach, with ability to listen and understand the views of others.
· Display confidence to challenge constructively and propose alternative solutions

	

	Education and Training:
	· Good standard of secondary education, including GCSE English and Maths, plus 2 related A levels or similar further education qualification.

	

	Other Requirements:
	· To promote and adhere to the workplace values of our organisation.
· A commitment to own development and to supporting training and development initiatives. 
· Must be able to work from East Suffolk offices at Lowestoft or Melton.  
· This organisation positively encourages the use of technology to communicate and engage, but there may be a regular requirement for you to travel using reasonable and suitable means available to you and agreed by the authority.
	





Appendix 1
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Specialist Areas and associated responsibilities:
Neighbourhood CIL Legislative Requirements - To undertake tasks as required under the CIL Regulations to support the timely assessment, verification, allocation and payment of Neighbourhood CIL funding to local councils.  To undertake compliance assessments in relation to spending and reporting of Neighbourhood CIL by the Town and Parish Councils and take action on behalf of East Suffolk where non-compliance is evidenced. To support the Developer Contributions Specialist to provide guidance and training materials and events for local councils. To establish effective working relationships with Town and Parish council to support compliance of the CIL Regulations in terms of Neighbourhood CIL spending and reporting. 
CIL Spending Coordination- To work in close liaison with the Developer Contributions Specialist in the co-ordination of infrastructure planning and delivery, the validation and review of CIL Bids, the establishment of Bid Review meetings, the recording of decisions of the CIL Spending Working Group (CSWG) and the allocation of funding.  To undertake actions in relation to monitoring the delivery of CIL funded projects and reporting on progress. To support the delivery of the CIL Spending Review and the CIL Spending Annual Report.  To co-ordinate the actions requested of the CSWG and maintain a robust record of decisions, actions and outcomes. To establish an effective working relationship with relevant internal teams, officers and external bodies to ensure infrastructure planning and delivery is robust, evidenced-based and accurately planned for and reported.
Section 106 Monitoring & Support - To maintain an effective and efficient system for the monitoring of all S106 planning obligations consisting of an up-to-date database containing all relevant details including covenants, legal agreements, financial contributions required and trigger dates for the delivery of obligations.  To provide support to Lead Officers through key s106 tasks allocated by them, including review and update of contribution spending by other departments and organisations. 
Debt Recovery Action - To work in close liaison with the Developer Contributions Specialist and other Debt Recovery Leads (including the Fraud Team and Legal Officers) to monitor actions in relation to Levy Debt Recovery and progression of non-active cases towards resolution, payment and closure of cases.
Data Quality & System Management– To undertake tasks as required to identify and resolve data quality and erroneous data issues as highlighted by the Exacom (and wider systems), supporting senior officers and ICT staff to resolve issues, taking actions which will ensure the system is operational fit for purpose and aligned with current legislation and standards.  To undertake self-driven awareness of VOA and PINS appeal outcomes and provide information to others when learning should be shared to improve operations.
Training /Communications/Promotions–To use their initiative to develop a robust training plan for those new to the team, new CIL Spending Working Group Members, local councils, developers and agents, and other stakeholders.  To assist Lead Officers in delivering a programme of information to key stakeholders and in co-ordinating promotional materials and the like. To undertake training of officers across the Council, and external stakeholders, who may require access to the information held via both public and back-office systems.  To lead and participate in seminars for members and other interested parties (e.g. Parish / Town Councils) in relation to the Developer Contributions legislation (this may involve occasional evening meetings).
First Homes Applications - To work in close liaison with the relevant lead officers in supporting the review and recording of First Homes Applications, the invoicing and collection of appropriate fees and the monitoring of progress to ensure statutory timescales are met.



LEGAL ADDRESS East Suffolk House, Station Road, Melton, Woodbridge IP12 1RT
DX: 41400 Woodbridge

POSTAL ADDRESS Riverside, 4 Canning Road, Lowestoft NR33 0EQ
DX: 41220 Lowestoft
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