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	Job Title:
	Developer Contributions Support Officer

	
	Service Area:
	Planning and Building Control

	
	Team:
	Major Sites and Infrastructure 

	
	Salary:
	Band 3 (SCP 7 to 11)



Job Description

Main Purpose of Job:
To provide administrative support to other members of the Infrastructure Team for all Community Infrastructure Levy (CIL) liabilities, Section 106 Agreements (s.106), Building Safety Levy, Section 111 Recreational Avoidance and Mitigation Strategy (RAMS) contributions. 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. To monitor receipt of any financial payments.

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 levies and contributions are highlighted and relevant notices received and issued in accordance with the Community Infrastructure Levy (CIL) Regulations 2010 (as amended).
2. To use the Council’s Uniform system and any other relevant financial and data systems to ensure all data relating to developer contributions is accurately recorded, uploaded and reconciled within all elements of the Exacom IT system, identify and raise any anomalies as necessary. 
3. To support senior officers in undertaking 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.
4. To support Planning Officers in the identification and subsequent collection of Section 111 RAMS contributions and maintain the log of those contributions and any refunds or transfers of RAMS payments. 
5. To assist in maintaining 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.
6. To work in close liaison with the Finance Team to track monies received in association with Section 111 RAMS contributions, s.106 Agreements, Building Safety Levy and CIL (or other such developer contributions) and monitor expenditure against these sums.
7. To support Lead Officers in ensuring that the monitoring systems align with other financial and other systems where required and to raise invoices and issue refunds as necessary.
8. 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.
9. Undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
10. To promote and adhere to the workplace values of our organisation

Line Manager:  	Development Contributions
Responsible for:  	N/A

Political Restriction: This post is not politically restricted.

Note:	This is a description of the job as it is reviewed 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:
	· Experience and knowledge of Microsoft Office suite.
· Experience of or using developing systems and processes for monitoring.

	· A good grounding in a wide range of planning issues and experience of either planning policy or development control.
· Experience of dealing with or using legal documents.
· Experience of or using budget management.


	Skills and Abilities:

	· Able to communicate well, both in writing and orally.
· Able to work 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 think logically and analytically.
· Methodical and accurate.
· Computer literate.

	· Able to work independently with minimum supervision.
· Able to review processes and identify possible improvements.
· Ability to provide both written and verbal reports.


	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 mobile / have access to a car to attend business meetings at other sites / locations within the district on a regular basis.
· Infrequent Travel - This organisation positively encourages the use of technology to communicate and engage, but on occasions, there may be a requirement for you to travel using reasonable and suitable means available to you and agreed by the authority.
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