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	Role Title
	Planning Policy Officer (Local Plans)  

	Job Family
	Planning Policy & Strategy 

	Competency Level
	All Colleagues

	Pay Range / Scale
	SO1– PO3 (Career Grade)

	Purpose
Assist in the preparation and review of the Council’s Local Plan and other planning policy documents in accordance with statutory processes, government guidance and best practice, also taking into account the spatial, economic, social and environmental change programmes of the Council and its partners.   


	Planning Policy Officer SO1- SO2 (Career Grade)

	Generic Accountabilities
	End Results/ Outcomes

	Deliver a specialist aspect of service delivery, which engages customers / stakeholders and enables them to make effective use of the service.


	The service is delivered to the quality, organisational and professional standards required. 

Customer / stakeholder expectations are managed in relation to what can be delivered.

The service meets organisational requirements and reflects customer / stakeholder requirements / needs, within organisational constraints.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate.
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Develop, implement and review processes and procedures required to comply with relevant strategic, operational, corporate and legal requirements associated with the Local Plan process.
	Work is compliant with all relevant legislation, regulations, codes, requirements, standards and guidelines.

Compliance is measured and reported.

Action is taken to swiftly resolve any issues.

	Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Provide advice and guidance to colleagues, customers and stakeholders. Manage escalated or complex customer issues within the specialist area.  
	Expert advice, information and support are provided on the full range of issues within the field of expertise.

Queries / complaints are effectively managed.  

Appropriate action is taken to resolve issues.

Customers are satisfied.

	Develop good working relationships, develop community links and communicate effectively with internal / external organisations / partners and stakeholders. Represent specialist area internally and / or externally.
	Specialist work area reputation is maintained or enhanced.

Stakeholders are engaged with activity relevant to them.

Positive feedback is received from stakeholders.

	Ensure best practice standards and protocols are effectively communicated, monitored and maintained as relevant within the scope of this post.
	Standards are monitored and maintained in compliance with Council policy. 
Liaison/involvement in London wide monitoring systems to ensure best practice.


	Planning Policy Officer SO1- SO2 

	Job Specific Accountabilities:
	End Results/ Outcomes

	Contribute to the preparation, implementation and review of the Council’s Local Plan and supplementary planning documents.    
	Lead on policy topic areas to be allocated, review existing development plan policies, draft new policies and strategies.    



	Proactively research planning policy issues, address changing national, regional or local policies and priorities. 
	Carry out research and analysis, prepare topic studies and reports. 
Provide high quality information.

Ensure policy changes are implemented through the Plan making process. 

	Effectively undertake statutory processes relevant to the preparation of Development Plan Documents and Supplementary Planning Documents.
	Assist in information gathering/evidence based projects.

Develop Local Plan policies/proposals and guidance documents. 
Carry out impact assessments and appraisals.

Assist in local plan examination work and processes towards plan adoption.   

	Support, contribute to and participate in evidence base consultancy projects.
	Assist in the commissioning of services to support the Local Plan preparation and monitoring process.

	Support planning policy work at national, pan-London and sub regional level ensuring the Borough’s participation/interests are reflected in decisions/projects.

	Attend meetings on behalf of the Council.

Carry out duty to co-operate responsibilities/liaise with other partnership organisations. 

Respond to planning policy consultations – national, regional (GLA), statutory bodies, neighbouring borough etc.

	Carry out public consultations on the local plan/supplementary planning documents, 
	Ensure effective consultation and engagement with the community and other stakeholders on planning policy matters.
Prepare consultation reports. 

Review/prepare the Statement of Community Involvement.  

	Ensure relevant communication is maintained internally and externally with officers, members and the general public. 
	Provide planning policy advice on planning applications/development proposals.  

Respond to enquiries from stakeholders on planning information and related matters.

	Contribute to team projects and other generic duties (as may be required) appropriate to the grade, skills and responsibilities of the post holder.

 
	Assist community led projects/initiatives including Neighbourhood Planning and Assets of Community Value.     
Maintain the Planning Policy pages on the Council’s website – in liaison with other officers.




	 Planning Policy Officer PO1– PO3 (Career Grade)

	Generic Accountabilities
	End Results/ Outcomes

	Deliver a specialist service, which engages customers /stakeholders and enables them to make effective use of the service.  
	The service is delivered to the quality, organisational and professional standards required.
Customer / stakeholder views are available to inform service development.
Customer / stakeholder expectations are managed in relation to what can be delivered.
The service meets organisational requirements and reflects customer / stakeholder requirements / needs, within organisational constraints.

	Research developments in relevant area. Identify and interpret issues/trends. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate.
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Develop, implement and review processes and procedures required to comply with relevant strategic, operational, corporate and legal requirements associated with the Local Plan process.
	Work is compliant with all relevant legislation, regulations, codes, requirements, standards and guidelines.

Compliance is measured and reported.

Action is taken to swiftly resolve any issues.

	Provide expert advice and guidance to colleagues, customers and stakeholders. Manage escalated or complex customer issues within the specialist area.  
	Expert advice, information and support are provided on the full range of issues within the field of expertise.
Queries / complaints are effectively managed. 

Appropriate action is taken to resolve the issue.
Customers /stakeholders are satisfied.

	Lead on projects.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Provide expert advice and guidance to colleagues, customers and stakeholders. Manage escalated or complex customer issues within the specialist area.  
	Expert advice, information and support are provided on the full range of issues within the field of expertise.

Queries / complaints are effectively managed.  

Appropriate action is taken to resolve issues.

Customers are satisfied.

	Proactively build good working relationships, develop community links and communicate effectively with all stakeholders. Represent LBWF internally and / or externally.
	The reputation of the professional service is maintained or enhanced.
Stakeholders are engaged and co-operation is secured.

Best practice is shared.

	Ensure best practice standards and protocols are effectively communicated, monitored and maintained as relevant within the scope of this post.
	Standards are monitored and maintained in compliance with Council policy. 
Liaison/involvement in London wide monitoring systems to ensure best practice.


	Act in accordance with all policies, procedures and legislative requirements applicable to the role.

	All policies and procedures are complied with.

	Planning Policy Officer PO1– PO3  (Career Grade) 

	Job Specific Accountabilities:
	End Results/ Outcomes

	Contribute to the preparation, implementation and review of the Council’s Local Plan and supplementary planning guidance.   
	Lead on specific planning policy topic areas to be allocated
Review existing development plan policies, draft new policies and strategies.    



	Proactively research planning policy issues, address changing national, regional or local policies and priorities. 
	Carry out research and analysis, prepare topic studies and reports. 

Provide high quality information.

Ensure policy changes are implemented through the Plan making process. 

	Effectively undertake statutory processes relevant to the preparation and adoption of Development Plan Documents and Supplementary Planning Documents.
	Develop spatial planning policies and strategies, 

Prepare Supplementary Planning Documents and Planning briefs as may be required.
Monitor the performance of plan policies and proposals/guidance documents.   

	Support, contribute to and participate in evidence base consultancy projects.
	Lead on the commissioning of consultancy projects as may be required. 

Manage consultancy projects ensuring timely delivery to support Local Plan preparation. 

	Maintain effective partnerships and networks for the effective delivery of Local Plan projects and activities
	Attend discussions/meetings on behalf of the Council in accordance with duty to cooperate requirements/other partnership working arrangements. 

Respond to planning policy consultations – national, regional (GLA), statutory bodies, neighbouring borough etc.

	Carry out public consultations on the local plan/supplementary planning documents, 
	Ensure effective consultation and engagement with the community and other stakeholders on planning policy matters.
Prepare consultation reports. 

Review/prepare the Statement of Community Involvement.  

	Ensure relevant communication is maintained internally and externally with officers, members and the general public. 
	Provide planning policy advice on planning applications/development proposals.  

Respond to enquiries from stakeholders on planning information and related matters.

	Contribute to team projects and other generic duties (as may be required) appropriate to the grade, skills and responsibilities of the post holder.

 
	Support community led initiatives. 
Lead on Neighbourhood Planning projects.
Deal with casework on Assets of Community Value nominations and listing reviews.     
Maintain the Planning Policy pages on the Council’s website – in liaison with other officers.




	Nature of Contacts 

	All

Deal with internal and external customers. 

Deal with people at all levels confidently, sensitively and diplomatically.

Build and sustain effective relationships with all internal and external stakeholders. 

Manage relationships with key stakeholders. 

Support senior officers attending and advising at meetings of the Cabinet, committees and subcommittees. 
Planning Policy Officer SO1-SO2
Communication and consultation work on behalf of the Council with applicants, developers, agents, residents, stakeholders with support from senior officers. 
Support senior officers. 
Planning Policy Officer PO1-PO3
Communication and consultation work on behalf of the Council with applicants, developers, agents, residents, stakeholders with support from senior officers. 

Support senior officers in presenting the Council’s policies and decisions to communities and community leaders and representatives. 

Liaise on behalf of the Council (in conjunction with senior officers) with senior representatives of major partner organisations on planning research and information matters. 



	Procedural Context

	All 
Flexibility, a positive attitude and ability to adapt to changes due to service needs.

Occasionally, the post holder will be expected to work from other locations.
Occasionally, the post holder will be expected to attend work outside normal working hours, including attendance at evening meetings.
Other reasonable duties as required by the Head of Planning Policy & Strategy.  

Planning Policy Officer SO1–SO2
Take responsibility for liaising with developers, agents, residents, stakeholders and performance standards as applicable to this work area.

Work to detailed procedures and be able to deal with simple day to day issues associated with this role at the appropriate level without referring to others.

Make recommendations for decision making on projects associated with this role based on Council and legislative policies and procedures.  

Work to senior officers, within a policy framework and regulatory guidelines, applying knowledge of systems, procedures and best practice to ensure performance standards are met within a framework of policy and legislation.
Deal with people and organisations confidently, sensitively and diplomatically.

Planning Policy Officer PO1-PO3 (in addition to above) 
Assess, manage and/or make recommendations for dealing with difficult issues without always referring to senior officers.
Use initiative to develop solutions through reference to precedent and original thinking, within operational policies, legislative requirements/procedures. 
Give evidence at Local Plan examinations.
Contribute to the development and delivery of improvements in processes and procedures associated with the projects associated with this role.


	Key Facts and Figures

All

Reports to Head of Planning Policy & Strategy.  
Expected to occasionally attend work outside normal working hours, including attendance at evening meetings.


	Resourcing

	Budget Responsibilities: 
Planning Policy Officer SO1-SO2: None

Planning Policy Officer PO1– PO3: None


	Reports to: 

All: Head of Planning Policy & Strategy  

	Supervisory Responsibilities: 

Planning Policy Officer SO1-SO2: None
Planning Policy Officer PO1-PO3: None, occasionally supervision of survey assistants as may be employed.

	Knowledge, Skills and Experience 

	Planning Policy Officer SO1-SO2
Knowledge
Knowledge and understanding of the planning system.   

Awareness of how services are provided in a local government context and political awareness and the issues facing local government.
Skills and Experience

Understanding of, and capacity for, statistical work.
Ability to understand and interpret complex data.
Demonstrable experience in using database systems for recording, analysing and reporting data and information.
Analytical and problem solving skills.
Experience of developing and producing information for colleagues.

Experience of working within multi-disciplinary teams. 

Experience of developing and maintaining effective management information systems and resources. 

Experience of providing information and advice to key decision makers, such as elected members and service directors.

Delivery of projects and programmes within agreed timescales and budgets. 

Highly numerate, with excellent analytical and problem-solving skills.

User of Microsoft Office, especially Word and Excel and other relevant software enabling the review and maintenance of the Local Plan process. 

Ability to communicate effectively using a wide variety of media and methodologies, including written, oral and visual means of communication.

Well-developed interpersonal, persuasion and negotiating skills.

Ability to see the bigger picture as well as attend to detail.

Experience of contributing to the delivery of programmes and projects.

Self-motivated, enthusiastic, and able to work with minimal supervision.

Accustomed to managing conflicting deadlines and a demanding workload.

Demonstrable commitment to equal opportunities and equality in employment and service delivery.

Planning Policy Officer PO1-PO3 - (in addition to the above)

Knowledge
Experience, knowledge and understanding of National Planning Policy Framework and the process of preparing a Local Plan. S106 regime, preparation of supplementary planning documents, review and monitoring of Local Plan policy. 

Experience of working in a Planning Department including planning policy work or related experience from working in another part of the development industry.
An in depth understanding of how services are provided in a local government context and political awareness and the issues facing local government.
Skills and Experience
Experience in successful design, implementation and evaluation of projects.
Experience of working in a customer focused environment dealing with developers, stakeholders, elected members and the general public.

Experience of preparation of the Authority Monitoring Report, planning information work and research work. 

Use of specialist database software or database systems – including the LDD system. 

Advanced user of Microsoft Office, especially Word and Excel and other relevant software enabling the review and maintenance of the Local Plan process.
Prior experience of recording, analysing and reporting complex data and information.

	Indicative Qualifications

Planning Policy Officer SO1-SO2 

Planning graduate with evidence of working towards professional Town Planning qualification.  
Eligibility or membership of the Royal Town Planning Institute.
Planning Policy Officer PO1-PO3 
Planning graduate with evidence of working towards professional Town Planning qualification. 
Eligibility or membership of the Royal Town Planning Institute. 


	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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