

Job Description

Job title:		Planning Technical Support Officer
	
Grade:			6			

Reports to:		Planning Technical Support Manager 

Directorate:		OSDC Planning Directorate


Job purpose

To assist the Planning Technical Support function in the Oxford Street Development Corporation’s Planning Unit, ensuring the delivery of an efficient, high-quality planning support and validation service. This role will carry out all administrative procedures relating to the receipt, validation and processing of planning applications including strategic majors, pre-applications, and Appeal cases. The role will maintain excellent customer service, legislative compliance, valuable technical advice to stakeholders, and the integrity and performance of planning systems and datasets, to support the continuous improvement of end-to-end planning processes. 

Principal accountabilities
1. Support the Planning Technical Support Manager and OSDC Planning Team, ensuring planning applications are delivered in line with agreed targets.
2. Ensure the efficient, compliant, and consistent validation of planning applications in accordance with statutory requirements, local validation lists, and local policies.
3. Provide administrative support for all planning applications, from pre-application through submission, consultation and decision stages. 
4. Coordinate the technical administration of enforcement cases as well as planning appeals, liaising with the Planning Inspectorate, case officer and legal colleagues to ensure procedural requirements and statutory timescales are met.
5. Maintain the Statutory Register and associated planning records, including applications, enforcement notices, S106 agreements, and appeals, in accordance with the legislative and governance requirements.
6. Contribute to service improvements and identify opportunities to streamline workflows and enhance the use of planning IT systems, testing updates and supporting consistent system use.
7. Produce and support the provision of development management performance data, for senior management and regional or national government bodies as required.
8. Uphold high standards of data accuracy and system integrity, resolving issues where possible and escalating risks or anomalies to the Planning Technical Support Manager.
9. Support the Planning Technical Support Manager in the introduction of new procedures, including configuration, template updates, production of procedure notes and staff training.
10. Process and monitor the receipt of planning and pre-application fees in line with adopted fee schedules, and liaising with finance to resolve queries, discrepancies and refunds
11. Handle day-to-day financial processes for the service, including raising purchase orders, tracking invoices, ensuring compliance with corporate procedures.
12. Coordinate planning-related complaints, support internal audits and Freedom of Information requests, and manage Stage 1 and 2 planning referral process for major applications. 
13. Respond to planning enquiries from the public and stakeholders relating to planning policy and development management, ensuring a customer-focussed, professional and timely service.
14. Update planning-related content on the OSDC website and digital platforms, ensuring information is accurate, accessible and aligned with statutory and corporate requirements.
15. Provide front line service for consultant meetings and Planning Committee when required.
16. Maintain comprehensive filing systems and carry out general administration duties including photocopying, scanning, faxing and filing where necessary.
17. Retain up-to-date knowledge of technical competency areas and take a proactive approach to self-development and performance improvement.
18. This is not meant to be an exhaustive list of duties. The need for flexibility, shared accountability and team working is required, and the role-holder is expected to carry out any other related duties that are within the employee's skills and abilities whenever reasonably instructed.


Accountable to:	Planning Technical Support Manager 
Accountable for:	N/A
Key Contacts:	Development Corporation and Planning Policy colleagues, consultants, Westminster City Council, London Borough of Camden, GLA and TfL colleagues, local councillors and members of the public.  


Person specification

Technical requirements/experience/qualifications

1. Experience as a system administrator for planning systems
2. Proven ability to manage own workload, ideally related to planning technical support
3. Strong understanding of statutory planning processes, development management, validation requirements, and planning legislation.
4. Understanding of the working environment of a local planning authority or development corporation
5. Experience of working to tight deadlines and producing accurate work 
6. Effective communications skills, both written and verbal

Behavioural Competencies

Decision-Making
… is forming sound, evidence-based judgements, making choices, assessing risks to delivery, and taking accountability for results.

Level 1 indicators of effective performance
· Takes personal responsibility for own decisions
· Makes straightforward decisions to progress own work
· Asks others for input, recognising the benefit of more than one perspective
· Understands which decisions are within own area of responsibility and which to pass to others
· Understands the risks associated with decisions, informing others of these risks

Planning and Organising
… is thinking ahead, managing time, priorities and risk, and developing structured and efficient
approaches to deliver work on time and to a high standard.

Level 1 indicators of effective performance
· Plans and prioritises own workload to meet agreed deadlines
· Advises colleagues or manager early of obstacles to work delivery
· Perseveres and follows work through to completion
· Checks for errors to ensure work is delivered to a high standard first time
· Effectively juggles priorities

Responding to Pressure and Change 
… is being flexible and adapting positively, to sustain performance when the situation changes, the workload increases, tensions rise or priorities shift.

Level 1 indicators of effective performance
· Stays calm in pressurised and demanding situations
· Responds flexibly to changing circumstances
· Recognises when struggling to cope and seeks help
· Demonstrates openness to changing work priorities and deadlines
· Maintains personal wellbeing and achieves a balance between work and home life
	
	
	



