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Job Summary

	Post Title
	Planning Technician
	Pay Grade
	Grade 3

	Directorate 

Service Area
	Planning & Environment

Planning & Development.
	Line Manager
	
Technical Services Team Leader or
Principal Planning Technician 


	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	P&E Service Review

TBC  23 posts proposed as part of new service structure
	If existing post is the post title changing? If yes state both
	New JS (Similar to PGS21.135 Planning Senior Technical Services Officer)

	JE/GAR reference number (Mandatory for existing posts)
	TBC
	Work Location
(state Council office)
	Add 1x office locationWycombe or Gateway Offices

	Work style
	Any desk
	Job Family
&
Role Profile
	Technical:  T03O

	DBS Check Required?
	No

	Politically Restricted Post?
	No
The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts: Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	To provide all planning technical support, advice and information functions as required, including the initial validation of planning applications (and other similar notification and consent applications), planning application processing support, planning appeal administration, provision of general planning advice, planning committee support, and document management.
As part of Planning Technical Services, you will contribute to an efficient, high-quality, resilient, and customer-oriented Development Management Service for all customers, clients, and residents of Buckinghamshire.

	Main Responsibilities and Duties

	Apply technical planning experience and legislative knowledge to proactively provide the following services in either the Response, Vetting or Appeals Team as required:
Planning Response Team
Advice and Information
· Providing back-office telephone advice for Planning when calls cannot be resolved by the customer contact centre.
· Management of generic planning email accounts by replying to general enquiry emails and distributing others.
· Distribute scanned incoming post from Digital Post Room. 
· Scan and distribute paper “planning” post, such as A0/A1 paper plans.
· Manage formal information inquiries, including formal complaints, correspondence from Cabinet Members/Chief Executive/Leader, Freedom of Information (FOI)/Environment Information Requests (EIR), LGO, SAR, Proof of Life queries, Data Breach, MP and General Enquiries.
Discretionary Planning Services
· Requests for planning advice registered, and the corresponding online fee payments have been checked and verified.
· Registering, acknowledging, and advising payment for discretionary services like validation advice and history searches.
Document Management/Planning Register
· Manage the Planning Register (digital, microfiche & paper records).
· Research history requests, scan microfiche and email requested information. 
· Application documentation (paper & email) scanned and inserted/indexed into Uniform and/or idox DMS.
· Ensuring data protection compliance through appropriate redaction of all “public” documents published to the website. 
· Dealing with queries from the public in relation to viewing documents on the website (Public Access) and dealing with/fixing any issues.
· Checking, scanning/indexing and disposing of any old legacy paper files.

Planning Vetting Team
Planning Applications, Notifications and Consents:
· Registration and validation of planning applications to ensure compliance with National and Local List requirements. This includes liaising with applicants or agents as needed, logging information onto the idox Uniform back-office computer system, applications plotted using GIS, reconciling application fees (and arranging refunds if appropriate), and creating electronic files using idox DMS.
· Conduct all necessary statutory and non-statutory notifications and consultations, including sending letters, printing site notices, and placing press advertisements.
· Processing amendments to planning applications, including handling requests for changes to plans and conducting any necessary re-consultations. Ensuring data protection compliance through redaction of “public” planning application documents published to the website.

Planning Appeals Team
Planning Appeals
· The comprehensive administration of all planning and enforcement related appeals from receipt to decision. This includes scheduling Inquiry and Hearing dates, arranging room bookings managing preparation of and electronic submission of questionnaires, statements, issuing public consultation letters, and insertion/indexing of documents into the idox Document Management System (DMS).
· Liaison with Planning Inspectorate, appellants and the Council team/officers defending the appeal.
· Publication and management of core public inquiry documents online
· Attending Public Inquiries & Hearings to provide anything required by the Inspector/planning officer and administer blended (online/in person) appeals as required.
Planning Committee:
· Ensure that any person(s) who have commented on the application is/are notified.
· Contact agent to inform them if a site visit is taking place and check if any site access issues.
· Creation of committee presentation including the addition of photos, plans and other documents.
· Administration of public speaking; including preparing a speakers list; making contact with relevant parties and explain allocation of speaking time.
· Preparation of the Committee venue as required.
· Front of house duties; meeting members of the public and other bodies and inviting them into the chamber.  Identifying public speakers, seating them and explaining the Committee procedure.
Member Liaison
· Manage the Member & Parish Surgery process: send stakeholder reminders, review requests with Planning Officers, schedule meetings, track follow-ups, and monitor success through regular surveys.
· Facilitate the Member Strategic Sites Working Groups by scheduling meetings, managing calendars, setting dates, and ensuring follow-up on actions with Managers and Team Leaders.

	Accountability

	· This role does not manage a budget.
· This role does not have any direct or indirect reports.

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Public Inquiries are scheduled several months ahead.
Much other technical work is governed by planning legislation requiring adherence to strict deadlines: submission of planning appeal information, or performance on the speed of determining planning application requiring validation, consultation, etc, to be completed against daily deadlines.

	1 year
	
	

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
	Job Specific Examples
	Essential
	Desirable

	Relevant practical experience working as part of team to meet service standards, targets and deadlines.
	Providing technical and customer service support services related to Development Management or similar environment.
	P
	

	Knowledge of the relevant processes, systems, procedures, standards and regulations, including health and safety.
	Following office procedures to ensure consistency and efficiency within a performance focused environment.
	P
	

	Experience of using Geographic Information System (GIS) software.
	Using GIS to obtain site specific information, and plotting (drawing) sites in GIS.
	
	P

	Experience in electronic document management systems including scanning, redacting to meet the General Data Protection Regulations (GDPR), and indexing in a document management system.
	Scanning and indexing planning documentation. Applying GDPR appropriately when publishing documents.
	P
	

	Knowledge of the planning system.
	Understanding of the processes and legislation relating to planning applications and appeals.  Such as for vetting interpreting and applying relevant regulations such as Fee Regulations, the Local Validation List, or the Development Management Procedure Order.
	
	P

	Good communication and interpersonal skills, able to explain technical issues in a straightforward manner
	Dealing with a difficult customer or resolving an unusual or complex procedural issues around vetting or appeal processing.
Explaining complex processes clearly to customers not familiar with the subject matter.
	P
	

	Good level of computer skills including use of a keyboard confidently, use of back-office planning or similar database systems and use of Microsoft applications (such as outlook, word and excel).
	Efficiently maintaining accurate electronic records.
	P
	

	Skill/Ability to interpret, understand and measure architectural drawings and development proposals on paper and in electronic format.
	Opening, measuring and “reading” plans as part of vetting or when explaining an issue to a customer.
	P
	

	Demonstrates the skill/ability to analyse and interpret verbal and numeric information and basic correspondence accurately.
	Understanding correspondence and professional reports when undertaking activities such as allocating enquiry emails, vetting or providing appeal information.
	P
	

	Strong planning and organisational skills, with the ability to:
a) Prioritise workloads.
b) Work independently.
c) Manage time effectively.
d) Work methodically and accurately.
e) Multi-task and adapt to changing priorities to meet deadlines.
	Practical experience in an office environment relevant to the “responsibilities and duties” set out above.
	P
	

	Qualifications 
	Essential
	Desirable

	Good general education; GCSE (up to Grades A – C English and Maths or equivalent)/ NVQ 2 / 3 standard or equivalent.
	P
	

	Relevant vocational qualification; NVQ Level 3 or other suitable vocational qualification e.g. Associate Membership of the Royal Town Planning Institute (RTPI)
	
	P

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role 
	
	P

	We aim to build a cohesive and responsive team with a collaborative culture. As technical tasks necessitate a significant level of office attendance and/or supervision, this role is office-based and may require attendance 5 days a week. "Working from Home" days are at the discretion of the Team Leader.
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Yes

	This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare all unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	Yes



	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.



