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	Job Title:
	Heritage Officer

	
	Service Area:
	Planning and Building Control

	
	Team:
	Specialist Services – Design and Heritage

	
	Salary:
	Band 6/7 (SCP 24 to 32)



Job Description


Main Purpose of Job:
To provide a specialist service, giving heritage advice on and promoting the implementation of proposals for, the conservation and enhancement of the Council’s historic built environment.


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 provide specialist heritage advice to the Development Management Team on work assigned to the post holder on proposals for development (formal applications, pre-application advice), within target response times.
2. For progression above SCP33 - to achieve Full Membership of IHBC, and to provide specialist professional support to deliver corporate priorities as required by the Head of Service.

3. To advise on matters relating to heritage assets including listed buildings, Conservation Areas and Non-Designated Heritage Assets to other sections of the Council, members, professionals, town and parish councils, representative groups, agencies and members of the public. 
4. To assist in the preparation of reports to relevant Committees and presentation of items as appropriate in connection to planning permission/ Listed Building Consent applications.

5. To assist in the preparation of information for appeals relating to the historic built environment for the Development Management Team.
6. To support the Enforcement Team in matters of unauthorised work to Listed buildings, including preparation of evidence for enforcement cases including Listed Building Enforcement Notices. 
7. To liaise with the Department of Digital, Culture, Media and Sport and Historic England with regard to applications for the designation of Heritage Assets. 
8. To liaise with Historic England, Suffolk County Council Archaeological Service and other national and local amenity societies, as necessary, with regard to the historic environment in connection with formal applications and pre-application advice.

9. To advise the Development Management Team and members of the public on the Council’s view as to the extent of the curtilage to listed buildings.

10. To advise in the identification of Non-Designated Heritage Assets for the Development Management Team using the Council’s adopted and published criteria. 
11. To assist in the preparation of appropriate material on heritage matters as the service may require. In particular, assist with the identification of new Conservation Areas and the consultation and adoption of Conservation Area Appraisals and planning policy guidance.

12. To assist in the identification, survey and maintenance of the “Buildings at Risk Register”.

13.  To make recommendations for grant offers in respect of the Council’s budget for the repair of Historic Buildings at Risk, including preparation of official grant offers and initiate payment.

14. To undertake such other duties in support of the team and its officers as may reasonably be required, compatible with and/or arising from those listed above.

15. To promote and adhere to the workplace values of our organisation.


Line Manager:  Principal Design and Heritage Officer
Responsible for:  not applicable


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 (Aug 2020) 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.
Personal Specification

	
	Band 6 (Entry Level)
	

	
	Essential
	Desirable

	Knowledge and Experience:
	· A theoretical, technical and practical knowledge of architecture and conservation of the historic built environment.

·  A working knowledge of relevant planning law and policy and their practical implementation, particularly in relation to the Planning (Listed Buildings and Conservation Area) Act 1990 and relevant Planning Policy Guidance notes.
·  Experience of IT in relation to planning services.


	· Experience in Planning development management in the area of heritage.
· A good grounding in a wide range of planning and heritage issues.


	Skills and Abilities:

	· Design awareness - ability to envisage the three-dimensional impact of, and the possibilities for improving, change and development.
· Analytical skills - ability to analyse problems, constraints and opportunities.

· Ability to think creatively in order to achieve desired goals/optimum solutions.

· Computer literate.
· Strong oral and written communication skills.

· Conciliation skills – ability to make critical comments in a positive way and deal confidently with conflict.
· Advocacy skills – ability to put forward well-reasoned, objective arguments.

· Good organisational skills with ability to manage changing and sometimes conflicting priorities.

· Ability to work effectively under pressure and meet deadlines.


	· Presentation skills – able to make effective oral and visual presentations.

· Good negotiating and influencing skills.

· Drawing skills.



	Education and Training:
	·  A degree or equivalent recognised professional qualification in a related or relevant discipline.


	·  Degree or equivalent in building conservation.
·  Associate or Full Membership of IHBC.



	Values: 

Ability to demonstrate an understanding and apply our values which are embedded in all our roles. 
	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


	Other Requirements:
	· 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.

· Flexible and willing to work outside of normal working hours.


	


	
	Band 7 (Competent/Fully Qualified Level)
	

	
	Essential
	Desirable

	Knowledge and Experience:
	·  Experience of working in the historic environment, and in particular with listed buildings and in conservation areas.

·  A theoretical, technical and practical knowledge of architecture and conservation of the built environment.
·  Experience in Urban Design- in towns, villages and the countryside.
·  A working knowledge of relevant planning law and policy and their practical implementation, particularly in relation to the Planning (Listed Buildings and Conservation Area Act 1990 and relevant Planning Policy Guidance notes).
·  A good grounding in a wide range of planning/building control issues.

	· Experience of IT in relation to planning services.


	Skills and Abilities:

	· Design skills/aesthetic awareness.

· Drawing skills.

· Computer literate.
· Analytical skills - ability to analyse problems, constraints, opportunities and to make recommendations.
· Ability to think creatively in order to achieve desired goals/optimum solutions.
· Strong oral and written communication skills.

· Effective presentation skills.

· Good negotiating and influencing skills.

· Able to deal confidently with conflict.
· Conciliation skills – ability to make critical comments in a positive way.
· Advocacy skills – ability to put forward well-reasoned, objective arguments.

· Able to work independently with minimum supervision but also work effectively as part of a team.
· Good organisational skills with ability to manage changing and sometimes conflicting priorities.

· Ability to work effectively under pressure and meet deadlines.

· Able to balance longer term and short-term goals.


	

	Education and Training:
	·  Degree or equivalent recognised qualification in architecture/town planning/urban design or conservation studies.
· Full Membership of RIBA/RTPI/IHBC.


	

	Values: 

Ability to demonstrate an understanding and apply our values which are embedded in all our roles. 
	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

	Other Requirements:
	· 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.

· Flexible and willing to work outside of normal working hours.
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