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	Job Title:
	Trainee Planner/Assistant Planner/Planner - Policy and Delivery

	
	Service Area:
	Planning and Building Control

	
	Team:
	Planning Policy and Delivery

	
	Salary:
	Band 4 - 7 (SCP12 to 32) 
Career Grade



Job Description

Main Purpose of Job:
This is a career grade role that enables entry at either Trainee Planner, Assistant Planner or Planner level, subject to meeting the relevant attributes in the Person Specification. Where entry is at Trainee or Assistant level the role provides the opportunity to progress becoming a fully chartered Planner.
The Trainee Planner role (Band 4) is a training role, providing the required experience and competencies to become a fully professionally qualified Planner.  Support will be given to studying for a Royal Town Planning Institute accredited degree and attaining full Chartered Membership of the Royal Town Planning Institute (MRTPI). 
The post holder will be provided with training and experience across all areas of the Council’s planning functions, and will work towards attaining the required competencies to make an effective contribution to the delivery of Planning Services within the different teams. 
The post will require commitment and dedication for the whole period of study that is needed in order to become fully professionally qualified (indicatively this would involve around a day studying per week plus around 8 hours of study per week outside of work hours). 
Entry at or progression to Assistant Planner level (Band 5), will be subject to meeting the entry requirements for an RTPI accredited Masters qualification (precise entry requirements will vary, depending on the university). This will usually specify a geography, social science or related first degree (minimum 2:2 or equivalent), although a broad range of disciplinary backgrounds will often be considered. At Assistant Planner level, the post holder will carry out a range of duties relating to the preparation and implementation of the Local Plan and associated documents, and other Planning Policy areas of work for East Suffolk Council, and to provide support to communities in preparing, delivering and monitoring Neighbourhood Planning tools/Community Led Plans.
In studying for a Masters, the post will require commitment and dedication for the whole period of study that is needed in order to complete a Masters (indicatively, this would involve around a day studying per week plus around 8 hours of study per week outside of work hours). 
Entry at or progression to Planner (Band 6/7) will be subject to achievement of an RTPI accredited degree which enables access to full RTPI membership. At Planner level, the post holder will carry out a range of duties in the Planning Policy and Delivery Team as described above, which will include playing a key role in the preparation and implementation of the Local Plan and leading on the preparation of associated documents. 

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:
Trainee Planner:
1. To attend an RTPI accredited Planning degree course, leading to a recognised professional Planning qualification.
1. To keep up to date with Planning Law, Planning Policy, and all other associated legislation and regulations.
1. To support the Assistant Planners and Planners in maintaining the efficient running of the service.
1. To provide administrative support, including the maintenance and co-ordinating of relevant administrative and data systems, to ensure an efficient service is provided.
1. To assist in dealing with enquiries/requests for information from members of the public, architects, developers and stakeholders on matters relating to Planning.
1. To offer advice to members of the public by telephone, email or in person as assigned.
1. To undertake specific tasks and set work as allocated across the service teams, commensurate with experience. In the Planning Policy and Delivery Team this will include policy development work (including Neighbourhood Plans) along with gaining experience in Development Management including through a caseload of applications, mainly in respect of householder and minor development, minor enforcement cases, tree work and heritage to gain a wide range of relevant planning experience. 
1. To work flexibly and offer support to other teams within Planning Services as required.
1. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
1. To promote and adhere to the workplace values of our organisation.
Assistant Planner:
1. To undertake a range of planning policy work including to provide support for colleagues, as assigned, to ensure the delivery of the work priorities of the Planning Policy and Delivery Team. 
2. Research subjects and assist with the preparation of drafts of documents forming the Local Plan and other related documents including Supplementary Planning Documents / planning guidance.
3. Implement and interpret surveys and studies as part of the process of preparing and monitoring the Local Plan utilising, where appropriate, computer technology to store and analyse data.
4. Assist with the progression of documents forming part of the Local Plan through the consultation processes to adoption. This will include attendance at public meetings, and meetings with stakeholders, partners and town and parish councils.
5. Taking a lead role in coordinating and documenting the consultation and engagement on planning documents.
6. Undertake and analyse monitoring and survey work in relation to monitoring of the Local Plan and other activities of the team.
7. Prepare responses on behalf of the Council to formal and informal consultations by Government departments, other statutory bodies, other Local Planning Authorities and partner organisations.
8. Prepare reports to relevant Committees, Working Groups and Cabinet, including presenting, where appropriate. 
9. Provide professional advice to prospective developers, the general public, Members, Development Management staff and other departments on the interpretation of Planning Policy. 
10. Provide professional planning policy input on behalf of the Council at meetings with other authorities, Government departments, public and private bodies and local groups.
11. To assist in discharging all aspects of the Council’s responsibilities in the preparation of Neighbourhood Planning.
12. To answer enquiries from the public by letter, telephone, email and in person. 
13. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
14. Whilst studying, to gain experience within Development Management including a caseload of applications, mainly in respect of householder and minor development, minor enforcement cases, tree work and heritage to gain a wide range of relevant planning experience.
15. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
16. To promote and adhere to the workplace values of our organisation.
Planner:
1. Research subjects and prepare drafts of documents forming the Local Plan, including Supplementary Planning Documentsor related documents, undertake Sustainability Appraisal/Strategic Environmental Assessment and procure evidence bases as appropriate.
2. Initiate, implement and interpret surveys and studies as part of the process of preparing and monitoring the Local Plan utilising, where appropriate, digital technology to store and analyse data, including the management of consultants in the preparation of evidence.
3. Progress the documents forming part of the Local Plan through the consultation processes to adoption.  This will include appearing before public meetings, stakeholders, partners and town and parish councils.
4. Play a leading role in the implementation of the Local Plan, including through the preparation of guidance documents.
5. Lead on consultation activities, including establishing and managing consultation processes and the reporting of consultation outcomes. 
5. Write statements of case and appear at public inquiries/examinations to defend the Council's policies in respect of:
· the Local Plan;
· planning appeals; and 
· other matters of relevance to the Council's interests. 
6. Respond on behalf of the Council to formal and informal consultations by Government departments, other statutory bodies, other Local Planning Authorities and other partner organisations.
8. Prepare reports to relevant Committees, Working Groups and Cabinet, presenting such items when appropriate. Represent the Council at inter-authority meetings and initiatives as well as meetings with Government Departments, public and private bodies and local groups.
9. Advise prospective developers, the general public, Members, Development Management staff and other departments on the interpretation of Planning Policy. 
10. To provide support, in the form of advice and technical guidance, to communities undertaking Community Led Plans/Neighbourhood Planning, including liaison with other teams in the Council, such as Development Management, Housing, Environmental Services, Economic Development and the Communities team, to help ensure neighbourhood plans are both successful at Examination and complement the Local Plan appropriately. 
11. To assist in all aspects of the Council’s responsibilities in the preparation of Neighbourhood Planning tools and ensuring that all necessary tasks and consultations are carried out and information analysed.
12. To co-ordinate, as appropriate, the Council’s consultation response to draft neighbourhood planning documents and give evidence at any Examination hearing.
13. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
14. 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 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 (June 2023October 2026) 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 (E) or Desirable (D)
	Band 4

Trainee Planner

	Band 5

Assistant Planner

	Band 6

Planner



	Band 7

Planner MRTPI




	Knowledge and Experience:
	· Some experience of working in a planning related environment, in either public or private sector.
	D
	D
	D
	E

	
	· Relevant planning experience, that includes work recognised by the RTPI for chartered membership.
	N/A
	D
	D
	E

	
	· A working knowledge of IDOX, planning modules, Document Management Systems.
	D
	D
	D
	D

	
	· Proficient in the use of Microsoft Office including Word, Excel and PowerPoint, and knowledge of GIS.
	E
	E
	E
	E

	
	· A good grounding in a wide range of planning issues.
	N/A
	D
	E
	E

	
	· Experience of planning policy including SA/SEA/HRA and Neighbourhood Planning
	N/A
	D
	D
	E

	
	· Knowledge of Planning Law, Planning Policy and associated legislation and regulations.
	D
	D
	E
	E

	
	· Experience of helping communities develop their own plans and/or engaging communities in the planning process.
	N/A
	D
	D
	E

	Skills and Abilities:
	· An ability to analyse information and prepare and present accurate and concise reports
	D
	D
	E
	E

	
	· Ability to think logically and analytically
	E
	E
	E
	E

	
	· Good problem-solving and creative skills
	D
	E
	E
	E

	
	· Ability to work independently with minimum supervision as well as work effectively as part of a team.
	E
	E
	E
	E

	
	· Ability to meet deadlines and to work effectively under pressure.
	E
	E
	E
	E

	
	· Ability to prioritise workloads and demonstrate time and project management skills.
	E
	E
	E
	E

	
	· Ability to communicate effectively both verbally and in writing with different and often competing audiences.
	E
	E
	E
	E

	
	· Ability to relate effectively with other officials, external agencies, elected members, and the public.
	E
	E
	E
	E

	
	· Computer literacy
	E
	E
	E
	E

	
	· Confidence in reporting and giving of formal evidence.
	D
	D
	E
	E

	
	· An understanding and sensitivity to issues affecting urban and rural areas, villages, historic towns, and protected landscapes.
	D
	E
	E
	E

	
	· Confidence in influencing and negotiating.
	D
	D
	E
	E

	
	· Ability to identify areas for service development and improvement.
	D
	D
	D
	E

	Education and Training:
	· Qualifications necessary to gain access to an RTPI accredited degree course (see Job Description above)
	E
	N/A
	N/A
	N/A

	
	· An undergraduate degree or equivalent in a related or relevant discipline, that provides access to an RTPI accredited course or professional qualification recognised by the RTPI for membership.
	N/A
	E
	N/A
	N/A

	
	· Masters or equivalent, providing access to full Membership of the RTPI
	N/A
	N/A
	E
	E

	
	· Licentiate or student RTPI Membership.
	D
	E
	E
	N/A

	
	· Full Membership of RTPI (MRTPI)
	N/A
	N/A
	D
	E

	Other Requirements:
	· A commitment to own development and to supporting training and development initiatives.
	E
	E
	E
	E

	
	· Must be mobile / have access to a car to attend business meetings at other sites / locations within or outside the district on a regular basis.
	E
	E
	E
	E

	
	· Reasonable sensory abilities required to inspect premises and sites.
	E
	E
	E
	E

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

	
	· Must be able to work from both East Suffolk House, Melton and Riverside, Lowestoft offices.
	E
	E
	E
	E



Page | 1
image1.png
EASTSUFFOLK

COUNCIL




