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Lancaster City Council - Job Description

	Job Title:
	Planning Assistant (Policy)
	Grade:
	Grade 8 (SCP 17-25)
	Job Code:

	tba

	Job Family:
	tba
	Job Family Group:
	tba
	Reports to:
	Principal Planning Policy Officer

	Line manages:
	Not Applicable



	Job Summary

	Supporting the progress of all stages of development plan making, monitoring and review, including the collection and analysis of relevant information, including liaison and directly commissioning work from external professional advisors, the formulation of policies and proposals, the undertaking of relevant assessments to contribute to towards the plan evidence base, consultations and publicity, community engagement, including advocating the authority’s position at public events, and the carrying out of the statutory document development procedures.

	Direct Responsibilities 

	1. Supporting the delivery of all aspects of planning policy development including the production of Local Development Plan Documents, Supplementary Planning Documents and Area Action Plans to achieve targets set in the Local Development Scheme. This includes the preparation and presentation of reports to elected members.  
2. Supporting the implementation of the Council’s policies and practices on community engagement to enable the views of the community and stakeholders to properly influence policy development, including advocating the council’s case to external customers at public events.  
3. Supporting the implementation of the Council’s Sustainability Appraisal Scoping Report to enable sustainability issues to properly influence policy development and also the Council’s Habitat Regulations Report to ensure planning policy does not give rise to significant effects upon sites which are protected for their European environmental importance.
4. Supporting the maintenance of an up-to-date information base, including direct liaison and commissioning work from external professional advisors, visiting and assessing the sustainability of settlements within the District, for policy development to enable Local Development Framework documents to be soundly based and to support the production of the Annual Monitoring Report. 
5. Assisting with the analysis of planning related internal and external documents (such as national guidance and other plans and strategies) and prepare responses to consultation exercises to enable the Council’s views to influence document contents. To engage with internal and external professionals on matters pertinent to informing the preparation of planning policies.   
6. Assisting with the preparation of planning policy comments for relevant planning applications to enable informed decisions to be made in line with current policy.
7. Contributing to the development and maintenance of effective working relationships with the professional expertise within the Regeneration and Policy Service, other Council Services and relevant external bodies to enable reciprocal influence on policy development.
8. Preparing and presenting reports to members of the Council’s policy development group. 





	Primary Objectives

	1. Contributing to the preparation of all stages and processes in the preparation of statutory local development documents, in the role of a developing professional, such that the Council can maintain progress on the commitments of its Local Development Scheme (LDS). 
2. Responsibility for progressing particular planning subject areas with oversight from fully qualified colleagues.  
3. Contributing to the preparation of the Council’s Planning Monitoring Reports, including the Annual Monitoring Report and the Housing Land Monitoring Report.

	Staff Management Responsibilities

	Whilst there are no direct line management responsibilities the post-holder is required to use their experience to positively support, and provide advice to new colleagues and mentor junior colleagues whether they are in permanent or temporary posts or placements.  

	Knowledge & Educational Requirements

	Specialised knowledge:
A degree or post graduate diploma in Planning or Urban Development Studies, Geography, Environmental Science or a degree with content that provides a good understanding of planning and development concepts. 

It is anticipated that the post holder will have had prior experience in planning and wishes to undertake further education necessary to achieve a qualification that is recognised by the Royal Town Planning Institute (RTPI), apply for licentiate membership of the RTPI and then subsequently work towards professional status through applying for chartered membership whist gaining experience.
 
Functional knowledge:
A good understanding of planning and development concepts. Knowledge of the role and purposes of the National Planning Policy Framework (NPPF) and National Planning Practice Guidance (NPPG). 
As a professional in development the post holder is expected to operate at a level of competence appropriate to the post. Key competencies for this post are;
· A positive attitude to achieving effective team working. 
· The ability to communicate effectively and influence the widest range of professional and non-professional audiences. 
· Intellectual capacity: the development of local planning policy is unique to each local planning authority area. Planning policy is prepared to take account of highly dynamic and diverse evidence on; development requirements, economic opportunity, development constraints and development viability hence, it is essential that the post-holder has the intellectual capacity to analyse and synthesise interacting complex non-linear information and subsequently use their own judgment to prepare policy guidance on matters which have political sensitivity.
· The ability to apply initiative, be alert to the motivation of participants, and have the personal robustness needed to respond to challenge. 
· Reflecting the complexity and timeframe over which local plans are prepared the post holder must a capacity for enduring motivation.   
· Project planning in dynamic circumstances to take account of the influence of process externalities, including changes in political direction and revisions or national guidance.  

LCC specific knowledge:
Understanding, implementation and adherence to Lancaster City Council’s policies and procedures.
Understanding, implementation and adherence to Our Values.
Understanding of the post holder’s own and their team’s contribution to the Council’s Corporate Plan. 

	Other Requirements

	The hours of work are 37 hours per week, generally working in normal office hours Monday to Friday.  There is a requirement to attend and support meetings and consultation events on week day evenings, and, only very occasionally, on Saturdays.
The post-holder must have a valid UK driving licence and be prepared to and capable of attending site visits throughout the district which will include site visits in remote and isolated locations.

	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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