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Fenland District Council



JOB DESCRIPTION

	JOB TITLE


	Senior Planning Enforcement Officer

	VACANCY REF


	Generated by HR/OD 

	GRADE


	8

	TEAM


	Planning

	REPORTING TO

 
	Head  of Planning

	RESPONSIBLE FOR


	Assistant Planning Enforcement Officer

	BASED AT


	Any FDC site in District but currently based at Fenland Hall


	PURPOSE OF THE POST


	To deal efficiently and effectively with unauthorised  development.




PLEASE NOTE:

Fenland District Council is committed to equal opportunities. 

It is the Council’s aim to ensure that no potential job applicant, employee or service user, will receive less favourable treatment on the grounds of gender, gender reassignment, age, pregnancy, maternity, disability, ethnic origin, religion and or belief, sexual orientation, marriage or civil partnership. The Council will also not impose any conditions or requirements, which disproportionately disadvantage any group, which can not be justified in terms of the needs of the job or the service provided.

Fenland District Council operates a no smoking policy.

MAIN DUTIES AND RESPONSIBILITIES

	1
	Main duties and responsibilities

	1.1
	To provide an efficient and effective planning enforcement .



	1.2
	To carry out prompt and accurate investigations of possible breaches of planning control as required.

	1.3
	To check compliance with conditions on planning permissions and other consents.

	1.4
	To gather evidence and information as required in support of enforcement functions

	1.5
	To prepare written reports regarding proposed enforcement action for Committee, etc.

	1.6
	To prepare written statements for, and give evidence in, any subsequent court actions or Public Inquiries.



	1.7
	To maintain accurate and efficient records and monitor enforcement procedures

	1.8
	To deal with correspondence and enquiries relating to enforcement related matters.



	1.9
	To maintain a sound up to date knowledge of current planning legislation and policies

	1.10
	To competently use the Service's computerised record management system and other new technology as may be introduced (necessary training provided).

	1.11
	To comply with all the policies and procedures of the Council (eg Equal Opportunities, Standing Orders, Financial Regulations, Health and Safety).  Copies of these procedures can be obtained from your Business Unit Manager, can be found in the Employee Handbook (which will be amended and re-issued should there be any changes) or from the Personnel Services Unit.

	1.12
	Deliver the service  within prescribed service performance targets

	1.13
	Promote and contribute to the development of the Council’s ‘One Team’ philosophy and approach to service delivery

	1.14
	To train and manage the assistant planning enforcement officer

	1.15
	To continually improve processes and systems to enhance the efficiency and effectiveness of the planning enforcement service

	2
	Quality and Equality

	2.1
	To promote quality and equality within the Council and in the provision of its services. 

	3
	Customer Care

	3.1
	To provide excellent customer service to all internal and external customers in line with the Council’s commitment to Customer Service Excellence.

	4
	Other Duties

	4.1
	Comply with all the policies and procedures of the Council (eg Equal Opportunities, Standing Orders, Financial Regulations, Health and Safety).  Copies of these can be found in the Employees Handbook (which will be amended and reissued should there be any changes) and/or from Human Resources. 

	4.2
	To undertake such other work as may be required from time to time by the Service Manager, consistent with the duties and grading of the post.

	4.3
	To fulfill the same duties and responsibilities  in other  local authority areas   

	4.4
	To undertake late night and weekend working from time to time

	This job description is not definite or exhaustive but is provided to give the postholder an indication of the range of activities, duties and responsibilities concerned with the employment.

	Any changes to this job description will only be made following consultation with the post holder.

	Prepared By 

	Received By 


	Nick Harding – Head  of Planning

	

	Date: 1/6/2017
	Date:



	Abbreviations

	E
	Essential selection criteria
	IV
	Interview

	D
	Desirable selection criteria
	T
	Test

	H/A
	How Assessed
	C
	Certificate

	AP
	Application Form
	
	


	
	E
	D
	H/A

	Experience
	
	
	

	Previous experience as a Planning Enforcement Officer 
	(
	
	

	Previous experience of managing staff
	
	(
	AP IV

	Previous experience of undertaking PACE  interviews, preparing witness statements, giving evidence in court, preparing and serving notices, writing appeal statements, attending as  witness at appeal hearings  and inquiries   
	(
	
	AP IV

	Skills and abilities
	
	
	

	A high level of interpersonal skills
	(
	
	AP IV

	Negotiation skills – to obtain information from people and  persuade  then to resolve  breaches  voluntarily 

	(
	
	AP IV

	Organisational skills – ability to prioritise caseload, maintain comprehensive records   
	(
	
	AP IV

	Ability to read and interpret plans and drawings, take  measurements and calculate areas and  volumes
	(
	
	AP IV

	Report writing and oral communication skills (English)
	(
	
	AP IV

	Physical fitness / ability sufficient to walk around  sites including rough ground, climb / descend  slopes, climb site ladders / be  raised  in cherry picker  or similar machinery   
	(
	
	AP

	Customer service skills – demonstrable ability to deal responsibly, positively and sensitively to customer needs
	(
	
	Ap IV

	Strong self-motivation and an ability to work with a minimum of supervision to tight deadlines 
	(
	
	AP IV

	Ability to work co-operatively in a team to achieve prescribed objectives
	(
	
	AP IV

	Ability to organise workload with discretion, tact and integrity
	(
	
	AP IV

	Political awareness
	(
	
	IV

	Behaviours
	
	
	

	Evidence of all level 1 elements of the Council’s core competency framework, i.e.

· Respect and Dignity for all - is open, honest and courteous

· Teamwork and Co-operation - participates as a team member and encourages, enables and supports colleagues

· Effective Communication - communicate effectively with others

· Customer Focus - responds to customer needs
	(
	
	AP

IV

	Knowledge / Education
	
	
	

	Knowledge of the planning system and  legislation especially permitted development and  enforcement 
	(
	
	AP IV

	Knowledge  of PACE
	(
	
	AP IV

	Understanding of the “One Team” philosophy and approach to service delivery
	(
	
	IV

	GCSE English and Maths or equivalent
	(
	
	C

	RTPI membership
	
	(
	C

	Other requirements
	
	
	

	Proof of Right to Work in the UK
	(
	
	C

	Flexible working by arrangement.  This may include some night, early morning or evening work
	(
	
	AP IV

	Demonstrate an understanding of, acceptance and commitment to, the principles underlying equal opportunities
	(
	
	AP IV

	Full drivers licence & access to a car at all times for work purposes including insurance cover for work journeys 
	(
	
	AP IV C

	To fulfil duties and responsibilities given in the JD for other local authorities 
	(
	
	AP IV


PERSON SPECIFICATION
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