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Lancaster City Council - Job Description

	Job Title:
	Planning Systems Manager
	Grade:
	GGS10 
	Job Code:

	PDM0004

	Job Family:
	Professional
	Job Family Group:
	Specialist
	Reports to:
	Head of Planning and Place

	Line manages:
	Technical Assistant



	Job Summary

	
To lead on procurement and project manage the implementation of new ICT systems, ensuring projects run to plan and within budget whilst effectively managing risk.  To be responsible for ensuring effective and efficient systems administration across all service areas.
To develop and implement solutions, procedures and training in accordance with business objectives and provide ownership and leadership for ICT technical projects, systems management and service improvements.  This will include responding to legislative changes and statutory requirements; researching and advising on technological solutions; securing funding, procuring and implementing project improvements and change management across the Service; and to be the Service’s lead professional as a source of specialist I.T. technical advice. 


	Direct Responsibilities 

	
Corporate
· Contribute, where required, to the development of the Council’s overall strategic direction, policies and objectives.
· Provide professional advice, information and support in relation to both technical ICT and planning matters to Councillors, Senior Managers and other colleagues, as required.
· Work with software providers and ICT in respect of the development and implementation of in-house and third-party ICT solutions for process and financial efficiencies across the Service.
· Contribute to the Council’s customer service ethos and be part of a strong working culture, with sound values and positive behaviour.
· Contribute to the development of strong performance management across the Council to help drive effective service delivery.
· Work across Council services to ensure an integrated approach to service planning and delivery, contributing to cross service projects, as required.

Managerial
· Lead and manage service specific IT projects from concept through evaluation, procurement and delivery, including governance; cost management; and leadership of internal staff and external consultants (where necessary), partner organisations and other third parties.
· Lead on engagement of, and liaison with, relevant Council services in relation to system projects, to ensure interdependent tasks for which they are responsible are undertaken and resolve matters that arise.
· Build and maintain a productive and partnering relationship with suppliers, acting as the broker between them and other stakeholders to ensure all issues are identified and resolved at the earliest opportunity, or escalated as appropriate to achieve the highest rate of success for the system change.
· Initiate and oversee the creation and development of ICT improvements aligning with plans for service delivery.
· Ownership and responsibility for the Service’s IDOX system including management of data, timely upgrades, system maintenance and ensuring the integrity and availability of data.
· Ownership and maintenance of the Electronic Document Management Systems’ service file systems to facilitate regulatory requirements by ensuring that documents are managed and maintained in accordance with best practice and data protection regulations, especially in relation to confidentiality and the requirements of the General Data Protection Regulations. 
· Undertake technology reviews to support continuous service improvement by ensuring that systems are capable of facilitating the service and enabling optimum performance.
· Deal fairly and effectively with comments, complaints and enquiries, implementing improvements to service delivery where identified. 
· Line Manage the Service’s Technical Assistant to ensure delivery of technical support for planning and building control processes and systems.
· To assess the need for, and provide where necessary, training for staff using the systems.
· Provide support for the Head of Planning and Place in relation to systems management, solutions development and performance.

Specific
· Work closely with the Head of Service and Service Managers to deliver and manage systems in line with business objectives and to be the first point of contact for service user queries, including identifying and resolving IT system issues and failures in order to minimise downtime. 
· Lead in the modernisation and evolution of the Planning and Place Service to ensure that the service is adapted to the business environment in which it operates.  This will include identifying Service needs, researching ICT solutions, and evaluating, procuring and implementing ICT solutions to assist the delivery of the Service’s business objectives.  
· Project manage and undertake technical and service development project work as required, including software rollout and system upgrades in liaison with ICT and software suppliers.  Liaise with suppliers to ensure standards and contracts are met.
· Build and manage a productive relationship with system suppliers and external stakeholders including contract negotiation and adherence to legal agreements.
· Extract data from service specific back-office systems and GIS systems to develop document templates and customised reports for senior management.
· Interrogate database systems using SQL to provide data requested by senior management, colleagues from across the Council and the general public.
· Extract data from service specific back-office systems and GIS systems to develop customised reports for senior management.
· Use of ArcGIS to support business requirements.  Creation and maintenance of geographic data sets for use within the Service and wider Council.  
· [bookmark: _Hlk21965435]Provide Service-wide system training to users and create technical and user documentation to facilitate use and ongoing support of systems.
· Maintenance of Development Management’s webpages to meet its statutory duties, to provide high quality customer service and deliver process efficiencies.
· Where required, to assist the Responsible Spending Officer (Head of Planning and Place) in the management of allocated budget headings in line with the Service Business Plan and Financial Regulations.


	Primary Objectives

	· To plan, lead and manage change of the Service’s information technology systems to ensure that they are fit for purpose, and to identify areas for service and technological improvement including problem-solving, and implementing solutions which are capable of meeting changing business needs.
· To scope the potential consequences of legislative change, understand the implications for the department, Council and General Public as well as the impact on systems.  Develop and implement solutions and procedures to respond to legislative change, minimising risk to the Council by ensuring adherence to statutory obligations and fulfilment of commitments to customers and stakeholder groups.
· Lead negotiations with current system providers to ensure contractual obligations are met and the contract is ended on time, within budget, and with a seamless switchover.
· To implement new procedures and train staff across the service in preparation for system changes.
· To adopt a continuous improvement approach to all work delivered by the Planning and Place Service, ensuring that placemaking is at the heart of all decision-making.
· Manage the implementation of new ICT systems in liaison with Council’s wider ICT service, including data cleansing and data migration from any legacy system to ensure system readiness and integration with other Council systems where necessary.


	Knowledge & Educational Requirements

	
Specialised knowledge (Essential):
· Degree level (or equivalent qualifications) or experience in Information Technology/Computing
· Project Management qualification
· Evidence of significant experience of business management 
· Significant experience of System Administration for back office IT applications and the ability to train and support other staff in the use of service specific systems, including the resolution of IT issues which may impact upon internal and external service users.   
· Ability to write SQL to interrogate database systems, retrieve data and produce reports.
· Good working knowledge of MS Access
· Ability to utilise ArcGIS technology to create maps and analyse spatial data.  Experience of creating and extracting data from geographical data sets using GIS systems.
· Experience of creating and maintaining web content.
Specialised Knowledge (Desirable, not Essential):
· Prior knowledge of the Planning Application and/or Building Regulation regimes and associated procedural legislation.

Functional knowledge:
· Strong working understanding of IT systems and support, with demonstrable problem-solving and analytical skills
· Communication and negotiation skills and the ability to influence and persuade at a senior level
· Ability to develop effective working relationships with a range of both internal and external stakeholders at all levels
· Leading project team activities and monitoring progress able to manage self, others’ work and own workload in a pressurised work environment, meeting deadlines
· IT Project Management experience
· Workload management and excellent self-motivation
· Performance management
· A high focus upon customer service experience
· Experience of budget management
· Experience of working with/training groups or individuals on a 1:1 basis

LCC specific knowledge:
· Understanding, implementation and adherence to Lancaster City Council’s policies and procedures.
· Understanding, implementation and adherence to the Council’s Values and Behaviours.
· Understanding of the postholder’s own and their team’s contribution to the Council’s Corporate. 
· Knowledge of council procurement processes.


	Other Requirements

	
The hours of work are 37 hours per week, working Monday to Friday.  Occasionally, the postholder will be required to work outside the Council’s usual opening hours.


	Additional information

	
General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.   As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.

Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.

Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 

Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  

Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 

Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.
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