


	Job description and person specification for 
Development Officer                   

	Fenland District Council



JOB DESCRIPTION




	JOB TITLE

	Planning Officer (Planning Policy)

	VACANCY REF

	

	GRADE

	4- 6 Career Graded

	REPORTING TO
 
	Planning Strategy & Specialist Services Manager

	RESPONSIBLE FOR

	N/A

	BASED AT

	Flexible / option for hybrid working
Main base can be any Fenland District Council site (currently based at Fenland Hall)




PURPOSE OF THE POST

Assist the Planning Service in ensuring the effective design and delivery of a high-quality places alongside active engagement with developers, other key stakeholders and the wider community in support of the Council’s Shaping Fenland agenda.

To be responsible for contributing to services that:
 
· meet the Council’s corporate objectives and performance standards
· are effectively and efficiently managed
· are high quality and customer-focused
· meet all legislative and best practice requirements
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MAIN DUTIES AND RESPONSIBILITIES– Minimum performance requirements

The principal responsibilities for development officers are outlined below under the headings General Responsibilities and the relevant section of Team Responsibilities.  All team members will be expected to contribute to the overall responsibilities of the Planning Service.

The complexity of the tasks and level of responsibility that planning officers take in respect of tasks reflect their competence and ability.  Post holders will work at a range of levels in order to deliver excellent service outcomes and to develop individuals’ skills.  This will be done with appropriate support and having regard to overall workloads.

	
General Responsibilities

	· 
	Delivery of a seamless excellent development service to customers.

	· 
	Respond appropriately to customer enquiries and provide accessible customer information via a range of media.

	· 
	Contribute to the development and monitoring of the achievement of Local Plans, and other local planning studies through analysis of statistical information and make recommendations as appropriate.

	· 
	Assist with the investigation of breaches of statutory controls including the collation of evidence, preparation of written cases and serving of notices as necessary.

	· 
	Assist with preparation of the Council’s case for public inquiries, examinations in public and court hearings.

	· 
	Represent the service at exhibitions, site inspections, in meetings with partner organisations and stakeholders and attend Council meetings in a supporting role.

	· 
	Contribute to the workings of Council project teams.

	· 
	Support other team members by undertaking research and through coaching and training as appropriate.

	· 
	Contribute to the development and implementation of community engagement to gain customer insight.

	· 
	Meet and manage personal performance targets and contribute to service targets through personal endeavour and the ‘one team’ approach.

	· 
	Identify opportunities to improve customer service, deliver efficiencies and respond to legislative changes and contribute to the development and implementation of service improvement projects.

	· 
	Assist in the provision and maintenance of effective information, including GIS and CAPS.

	· 
	Undertake training and development appropriate to the role, and attend training courses, workshops etc. as agreed in accordance with identified training needs.

	· 
	Apply the principles of the Council’s Customer Care policy, taking responsibility, ensuring reliability and having respect for all those for whom the service is being provided, including colleagues and Elected Members.

	
Responsibilities – Planning Policy

	· 
	Assist with the review and development of planning policies including the emerging Local Plan.

	· 
	Assist with the design and implementation of environmental improvement schemes including town centre regeneration projects.

	· 
	Contribute to the development of policies related to potential development Section 106, tariffs and levies.

	· 
	Contribute to the promotion of urban design, conservation and quality landscape especially through contributing to the production of design guidance, development briefs, contribution to policy development and influence over development proposals.


	
Responsibilities – Development Services

	· 
	Process planning and related applications and make appropriate recommendations.

	· 
	Assist with the negotiation on development proposals, including identifying potential S106 obligations.

	· 
	Deal efficiently with pre-application and post-decision enquiries including discharge of conditions.

	
Responsibilities – NSIPs and Major Projects

	· 
	Assist with the Council’s involvement in Nationally Significant Infrastructure Projects (NSIPs) and other major projects, supporting timely and effective delivery..

	· 
	Assist with Planning Performance Agreements (PPAs), supporting budget tracking, financial monitoring, and ensuring timely invoicing and reporting.

	· 
	Contribute to the development of policies related to potential development Section 106, tariffs and levies.

	· 
	general administrative support for the NSIP and Major Projects function, including scheduling meetings, tracking correspondence, and supporting the NSIP and Major Projects Lead and Planning Strategy and Specialist Services.
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	Quality and Equality


	· 
	To promote quality and equality within the Council and in the provision of its services. 
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	Customer Care


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


	
	· To 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. 
· To undertake such other work as may be required from time to time by the head of service and /or Director consistent with the duties and grading of the post
· To undertake duties as per this job description at / for other nearby local planning authorities

	

	T



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 sex, age, disability, ethnic origin, religion, sexual orientation or marital status. 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.

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 	

	
Kirsty Paul – Planning Policy Manager
	

	Date
	Date

	December 2025

	

	


















	






















	ABBREVIATIONS

	E
	Essential selection criteria
	IV
	Interview

	D
	Desirable selection criteria
	T
	Test

	H/A
	How Assessed
	C
	Certificate

	AF
	Application Form
	
	

	PERSON SPECIFICATION
	E
	D
	H/A

	Experience 

	Use of ICT systems
	ü
	
	AF/IV

	Worked in a planning or development environment
	
	ü
	AF/IV

	Experience – Development Services

	Processing all types of planning applications and pre-application enquiries
	
	ü
	AF/IV

	Dealing with enquiries including pre-application enquiries
	
	ü
	AF/IV

	Dealing with appeals
	
	ü
	AF/IV

	Experience – Planning Policy

	Of preparing and developing Policy, including Local Plans
	
	ü
	AF/IV

	Preparation of supporting planning policy documents and technical evidence
	
	ü
	AF/IV

	Monitoring and research for policy review and formulation
	
	ü
	AF/IV

	Practical experience of Geographic Information systems
	
	ü
	AF/IV

	Skills & Abilities

	Ability to write clear and concise reports and statements. 
	ü
	
	AF/IV

	Ability to plan and manage work effectively, set clear tasks and timescales, and work with others to deliver projects to an agreed standard. 
	ü
	
	AF/IV

	Analytical skills
	ü
	
	AF/IV

	Good communication skills, to include report and letter writing, and clear and effective communication methods to customers, staff, members and other stakeholders 
	ü
	
	AF/T

	Graphic and other presentational skills
	ü
	
	AF/T

	The ability to manage meetings effectively
	ü
	
	AF/IV

	The ability to work well under times of pressure balancing quality and quantity of work
	ü
	
	AF/IV

	Behaviour

	A positive, can do’ approach to work and problem solving
	P
	
	IV

	Role modeling of the Council’s values 
	P
	
	IV

	Achieving level 1 in all elements of the Council’s core competency framework:
(Core: Customer Focus, Effective Communication, Teamwork & Cooperation, Respect & Dignity for All) 
	P
	
	IV

	Knowledge

	Development Service processes, legislation and guidance inc National and Regional policies relevant to the role
	
	ü
	AF/IV

	Of how Information & Communications Technology can be used to improve customer service experience
	
	ü
	AF/IV

	Of what is meant by ‘Customer Service Excellence’
	ü
	
	AF/IV

	GIS, information and database systems
	ü
	
	AF/IV

	Education and qualifications

	Educated to A level standard
	ü
	
	AF/C

	Educated to degree level
	
	ü
	AF/C

	A qualification or experience which would enable the post holder to gain entry onto a course or courses, endorsed by the RTPI which will lead to the ability to gain full membership of the RTPI.
	
	ü
	AF/C

	Full membership of RTPI
	
	ü*
	AF/C

	Other Requirements

	Ability and willingness to learn wider organisational policy and procedures
	ü
	
	AF/IV

	Ability to work flexibly as and when necessary
	ü
	
	AF/IV

	Driving Licence & access to a suitable vehicle to undertake site visits potentially several times a week 
	ü
	
	C

	Demonstrate understanding of acceptance and commitment to the principles underlying equal opportunities
	ü
	
	AF/IV

	Proof of the right to work in the UK
	ü
	
	C



Development Officer (Career Grade)
 
	 
	Spinal Column Point

	Starting Point
	5

	 
	6

	 
	7

	 
	8

	 
	

	Commencing RTPI Qualification
	9

	 
	10

	
	11

	Completed Year 1
	12

	 
	13

	
	14

	Completed Year 2
	15

	 
	16

	
	17

	
	18

	Completed Final Year
	19

	 
	20

	
	21

	Bar at scp 22 until MRTPI
	22

	 
	23

	 
	24

	 
	25
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