	[image: http://fred2/sites/teams/SMT/Comms/Team%20Documents/Corporate%20Logos/East%20Suffolk%20logo/2.%20Digital%20-%20Screen%20Use%20-%20Low%20Res/East%20Suffolk%20Logo%20-%20Screen%20-%20Colour%20-%20Unboxed%20-%20PNG.png]
	Job Title:
	Planning Technician (Policy and Delivery)

	
	Service Area:
	Planning and Building Control

	
	Team:
	Planning Policy and Delivery

	
	Salary:
	Band 4/5 (SCP12 to 23)



Job Description

Main Purpose of Job:
To provide technical and administrative support to the Planning Policy & Delivery Team at East Suffolk Council including in preparing, implementing and monitoring Local Plans and associated documents, the maintenance of statistical and other information, and in supporting the requirements of communities preparing Neighbourhood Plans. The role involves providing high quality published material and advancing the digital agenda.  The post also provides support to Neighbourhood Plans and in the delivery ofthe Specialist Services team (including which includes the Design and ConservationHeritage, Landscape and Arboriculture and Ecology services), and to provide a high quality of published material and advance the digital agenda. The role includes the maintenance of statistical and other information and supporting the information requirements of communities preparing Neighbourhood Plans. 

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 undertake the collection (including on site surveys), presentation and analysis of survey material and statistical data for use in reports, planning policy preparation, monitoring reports and associated documents. 

2. To undertake the day-to-day monitoring of decisions on planning applications, utilising various software.

3. Take a lead role in designing, writing text and managing the content of the Planning Policy & Delivery pages on the Council’s website.

4. Take a lead role in the design, presentation, finalisation and publication of documents and map based information including the use of a variety of software packages e.g. policies maps and masterplan concepts throughout all stages of the Local Plan process (e.g. policies maps and masterplan concepts) and in the preparation of other documents (such as guidance documents and Conservation Area Appraisals), including procurement of printing where needed.

5. Assist with the co-ordination and documentation of consultation and engagement on planning documents, such as Local Plans, Supplementary Planning Documents planning guidance documents and Conservation Area Appraisals and other documents, including the presentation of exhibition material and development of new ways of engaging digitally with stakeholders. 

6. To accord with the Council’s design and brand identity in the preparation of documents and material for publication, working with the Communications team as appropriate.

7. Provide technical support in managing the on-line public consultation system including the input of data and interrogation thereof.

8. Undertake specific tasks, such as analysis and presentation of geographic data, as assigned, using the geographical information system (GIS), and working alongside the Council’s digital team.

9. Answer inquiries from the public by letter, telephone, email and in person. 

10. Support in establishing, maintaining and co-ordinating administrative systems associated with the preparation of the Local Plan and other documents.

11. Provide technical support in preparing, publishing (in accordance with the open data standard) and keeping up to date data sources related to national returns and local monitoring reports, including housing completions (incl. affordable housing), housing land availability, employment land availability, retail completions and other local indicators.

12. Deal with queries and requests from the public, including Neighbourhood Plan groups, for information, advice or other material.

13. Provide technical support in managing and updating the planning policy filing system. 

14. Provide technical support in document creation, publication and consultation to others in the Planning Service, as assigned.

15. Provide assistance in the collation and presentation of data across the Planning service.

16. To support the Lead Planning Technician in identifying technical and digital improvements.

17. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.

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

Line Manager:  Principal Planner – Policy and Delivery
Responsible for:  N/A

Political Restriction: 
This post is not politically restricted.

Note:	This is a description of the job as it is constituted at (September 20242026) 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
	
	
	Band 4
Essential (E) or Desirable (D)
	Band 5
Essential (E) or Desirable (D)

	Knowledge and Experience:
	· Administrative or clerical experience in a similar type of organisation.
	E
	E

	
	· A basic working knowledge of Planning Law, Planning Policy and Regulations.
	D
	E

	
	· A working knowledge of UNIFORM planning modules, consultation management software and Document Management Systems.
	D
	E

	
	· Experience of design and presentation of documents, including interactive documents.
	D
	E

	
	· Experience in webpage design and content management.
	D
	D

	
	· Experience of presenting information in a customer focused and accessible format.

	D
	E

	Skills and Abilities:
	· Able to relate effectively with customers and officers.
	E
	E

	
	· Able to handle interruptions.
	E
	E

	
	· Able to work under pressure and to prioritse and balance mulitple tasks.
	E
	E

	
	· Able to work on own initiative with minimum supervision, as well as working as part of a team.
	D
	E

	
	· Good communications and interpersonal skills.
	E
	E

	
	· Good written skills.
	E
	E

	
	· Accuracy and attention to detail, including good proof reading skills.
	E
	E

	
	· Good telephone manner.
	E
	E

	
	· Ability to organise and maintain accurate records/filing systems.
	E
	E

	
	· Ability to read maps.
	E
	E

	
	· Able to analyse statistics.
	E
	E

	
	· Excellent computer literacy and competence in use of MS software packages, especially Teams, Word, Excel and Access.
	E
	E

	
	· Excellent GIS skills in mapping and data analysis.

	D
	E

	Education and Training:
	· 2 A levels including GCSEs in English and Maths (A-C equivalent) or NVQ level 3 Town Planning Apprenticeship, or equivalent level qualification.
	E
	E

	
	· A broad range of relevant planning experience to include work recognised by the RTPI for Membership/studying for RTPI accredited degree.

	D
	E

	
Other Requirements:
	· Must be able to work from both Riverside and East Suffolk House offices.
	E
	E

	
	· Must be mobile/have access to a car to attend meetings at other sites/locations within the district.
	E
	E

	
	· A positive attitude and commitment to customer service.
· A commitment to own development and to supporting training and development initiatives.
	E


E

	E


E


	
	
	
	

	
	· Flexible and willing to occasionally work outside normal working hours, including attendance at evening and weekend meetings/community engagement events, as appropriate. 

	E
	E




In summary, to progress to Band 5 the following are considered essential:

· A basic working knowledge of Planning Law, Planning Policy and Regulations
· A working knowledge of UNIFORM planning modules, consultation management software and Document Management Systems
· Experience of desktop publishing, design and presentation of documents.
· Experience of presenting information in a customer focused and accessible format
· Able to work on own initiative with minimum supervision, as well as working as part of a team
· Accuracy and attention to detail, including good proof reading skills
· Excellent computer literacy and competence in use of MS software packages, especially Word, Excel and Access.
· Excellent GIS skills in mapping and data analysis.
· A broad range of relevant planning experience to include work recognised by the RTPI for Membership/studying for RTPI accredited degree.

This can include, as per RTPI guidance requirements:
· 	‘research and analysis of information leading to the making of planning policy or planning recommendations and decisions’
· 	‘the monitoring of plans and policies leading to reports and plan revisions’.
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