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	JOB DESCRIPTION

	Form
JD1

	JOB TITLE:  Development Management Assistant L2
	POST NUMBER:  1100CPU

	REPORTS TO (Job Title):  

	Principal Development Management Officer 

	DEPARTMENT:  City and Environmental Services  Planning and Regeneration 
	GRADE: 7

	JE REF:
	3233 B00502
	PANEL DATE:
	101213

	1.
	MAIN PURPOSE OF JOB
To deal with Other and Minor category planning applications.  To provide professional advice verbally and in writing to the public and developers in respect of Development Management (DM) l matters.  To provide assistance to professional colleagues. 


	2.
	KEY TASKS:


	
	i.
	To process planning applications in the Other and Minor categories (householder, advertisements, listed building consents, conservation area consents, changes of use), and less complex Minor applications e.g. infill housing plots); consulting, assessing, advising, negotiating and making recommendations on such applications. 

	
	ii.
	In dealing with applications, will take into account representations from the internal and external consultees, members of the public and politicians, and all relevant information then seek amendments or make a recommendation to approve or to refuse that application.   

	
	iii.
	To deal with formal requests for approval of conditions or confirmation of compliance with conditions imposed on Other and Minor applications. 

	
	iv.
	To deal with pre-application enquiries from prospective applicants and developers requesting an opinion on the likely acceptability of a proposal.

	
	v.
	To receive and deal with planning queries passed on by the York Customer Centre to Development Management l; advising the public, prospective applicants, and Members by telephone or email of planning procedures and policies.

	
	vi.
	To deal with matters as allocated by Principal DM officer related to current or determined applications, for example researching a planning history, visiting a site to check current status.  

	
	v.
	To advise customers at the customer centre  with enquiries and concerns related to planning procedures and policies, and to resolve queries relating to current applications through specialist knowledge that cannot be dealt with by the Customer Advisors or Business  Support Assistants e.g. what type of objections to an application could can be taken into account.

	
	
	To assess formal requests for checking whether permission is needed for householder development (Householder Enquiry Forms), and Other or Minor category developments, and advice on whether permission is likely to be received.

	
	vi.
	To assist and provide planning advice to Enforcement Officers investigating alleged unauthorised development breaches of conditions.  

	
	vii.
	To prepare and send on behalf of the Authority written Statements of Case to the Planning Inspectorate for appeals against the refusal of permission.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE
No. reporting -  
Direct:        0                 
Indirect:      0
The DMA’s instruct the  Business Support Assistants as required


	4.
	CREATIVITY & INNOVATION 
· Must identify, and interpret relevant national and regional planning guidelines, and Draft and new Local Plan policies relating to development proposals, to make own judgements on whether an application is appropriate and should be approved or otherwise.
· With limited guidance the postholder must use own creativity innovation to identify and suggest detailed design solutions to otherwise unacceptable proposals, for example in relation to a new shop front or a housing development layout
· Must be able to deal with a large variety of planning queries, to find solutions for customers who have not managed to resolve the problems themselves.


	5.
	CONTACTS & RELATIONSHIPS
· Daily telephone and email contact with the public concerned about developments, to explain proposals and planning policy/procedure, and to placate them using tact and diplomacy as required.
· Daily telephone and email contact with applicants and agents, to advise of acceptability and persuade them on the details of schemes to achieve acceptable development.  These can range from say, individual householders to agents for national retailers. 
· Daily personal contact with BusinessSupport Assistants on administrative tasks relating to applications, pre-application enquiries and Householder Enquiry Forms. 
· Frequent personal contact (minimum two half-day Reception duty sessions per week) with the public concerned about developments, to explain proposals and planning policy/procedure, and to placate them using tact and diplomacy as required.
· Daily contact with managers, other officers within the team and the Directorate to obtain and provide information, to advise on detailed planning matters. 
· Regular contact with elected Members verbally and in writing regarding progress with applications and advise them of processes. 


	6.
	DECISIONS – discretion & consequences
Discretion
· Within National planning legislation and local plan policy, the DMA with guidance from colleagues where required, must use judgement and discretion when deciding how much weight should be given to relevant considerations e.g. case law, national policy, objections received.  Each proposal or application is unique to its site and so policy can only be used as a broad guide.  
· After deciding the application can be determined, the DMA will make a recommendation for the Area Team Leader to consider before the delegated decision is issued. 

· Where cases are to be dealt with by Committee, the DMA must decide if the application is ready to be presented and recommend whether an application should be approved, with appropriate conditions suggested.  The officer will identify and recommend appropriate conditions to make an application acceptable e.g. conditions requiring larger scale details of windows and doors, or restricting the hours of use of a business to protect residential amenity.
· Must decide for the Planning Authority whether the details submitted to comply with conditions are acceptable to the Council or whether they should be rejected. 
· The DMA must decide how deal with her/his high and varied volume of work, with minimal day-to-day supervision or organisation of that workload by the line manager.  This includes organising site visits, meetings, assessing and advising on applications and writing reports within target timescales.  Absence due to leave must be carefully managed to ensure target timescales on all applications are still met. 
Consequences

· The DMA’s decisions, for example in relation to pre application advice, can have an effect on investment or development decisions that are often made on the strength of advice offered.
· The DMA’s decisions can have a significant effect for the public and other parties with a vested interest in a case, given the local impact that each particular development can create if it proceeds
· The DMA decision to seek amendments to a particular scheme or even recommend refusal of permission can have a consequent positive impact on or safeguard a variety of external factors, including local visual appearance and character, residential amenity and highways considerations.
· Dealing with applications within the target timescale will help to maintain and improve the Council’s performance against Local and National Key Performance Indicators, in particular PI 157 (speed of determination of householder planning applications). 
· Dealing with applications professionally and in the correct way would minimise the possibility of a decision being quashed as unlawful, the Ombudsman finding the Authority guilty of maladministration or an appeal being successful and an award of costs against the Council being made to the third party.  
· Successful persuasion to submit amendments to minimise the number of refusals, would reduce workload of the section, and forming sound judgements would minimise the number of successful appeals. 
· Approval of details required as conditions of a permission affect the finished impact of a development for nearby residents and the local area; for example correct choice of facing brick can ensure the character of the City Centre Conservation Area is preserved, or dealing with drainage details appropriately can minimise the possibility of local flooding.  


	7.
	RESOURCES – financial & equipment
(Not budget, and not including desktop equipment.)

Description
Value
Has normal office equipment.
Use of pool car, and mobile phone
Digital camera to take on site visits                          £60 
Personal protective equipment.                                £200


	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context
Work demands 

· Work is subject to frequent interruptions from the public, developers, and managers, while having ongoing time limits to be met (such as meeting Enquiry Form 10-day deadlines, turnaround of applications within 8 week targets, 10 working days response to pre-application enquiries).  These deadlines are part of the overall caseload and work programme of the DMA.
· Given the set timescales for applications and enquiries, must prioritise work in an organised manner.  Urgent queries must be dealt with at short notice on a regular basis.
Physical demands 

· No strenuous physical demands or conditions.  Does require the ability to visit and enter sites, including construction sites with areas of uneven ground, and the area in the vicinity of the site
· Some extended use of keyboard and screen, can at times be for to meet report deadlines.
· Handling and carrying of building materials (roof slate samples), carrying of files to and from site
Working conditions 

· Normal office conditions mostly apply. 
· Regular visits to sites (average 2-3 days per week) - these are mostly outdoors, in all types weather, and with potential exposure to noise, dust etc. 

· Travels to meetings, which can be held at various locations.
Work Context 

· Visiting construction sites average twice per month, which can be hazardous and does wear personal protective equipment. 

· There can be some hostility to be faced at site visits, meetings with the public in Reception, and during telephone conversations.


	9.

	KNOWLEDGE & SKILLS
· Eligibility for Technical Membership of the Royal Town Planning Institute. This is demonstrated through: -
i) Formal planning qualification; HNC/HND or equivalent Certificate in Planning, Planning Foundation Degree or other RTPI recognised course and 
ii)  2 years’ relevant experience in planning (as required by RTPI – see Appendix A)
Or: -
ii) Ten years of relevant experience in a planning, enforcement, technical or planning administrative role (as required by RTPI – see Appendix A for eligibility criteria).
And: -
· Relevant experience of Development Management casework, including dealing with householder applications
Must have sound knowledge of the Local Government Planning and Development Control system.  Knowledge of relevant legislation, policy, guidelines and best practice through the Department for Communities and Local Government, agencies (e.g. Commission for Architecture and the Built Environment, English Heritage), Royal Town Planning Institute, Regional Assembly. 
· Needs clear and concise written and verbal communication skills, and confidence to address Members and public in meetings.
· Must have good interpersonal skills, sensitivity in dealing with the public and other members of staff, especially where there may be conflict. Ability to liaise with and brief senior managers, Members and other colleagues.
· Proven persuasion and mediating skills when dealing with applicants and agents.
· Needs good IT skills, including use of GIS and other specialist systems.

· Must have a proven commitment to self-development.
· Proven ability to adapt to and apply new national and local planning policies, legislation and procedures at short notice
· Commercial awareness and an understanding of development finance and regeneration issues


	10.
	Position of Job in Organisation Structure
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