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Job Description

Job title:

Planning Technician 

Grade:


6 
Directorate:

Development, Enterprise and Environment

Unit:


Planning (Development)

1 JOB PURPOSE

· To assist in the operations of the Planning Service of the GLA Planning Unit delivering efficient and effective planning support services for the Planning Unit through administrative processing and finances, Development Management referral validation, Agenda production, Planning Appeals co-ordination, support hearing and public Inquiries, Hearing/ Committee Report co-ordination.and general support to the AD Planning and his/her management team. 
· To assist in the production and analysis of management Information, keeping team weekly scorecard up to date, to set up, maintain and be pro-active in identifying improvements to systems. To assist in the collection and collating of information for the reporting of Performance Indicators and other measures of service delivery for the activities administered which may include: validation of applications, application types, appeals, consultations, Invoicing, timesheets, agency staff listing, complaints/correspondence summaries, customer feedback or other staffing/ workload information, Business Plan and Key Performance Indicators, customer feedback or other staffing/ workload  information, as required and in conjunction with the Planning Support Manager.

· To validate referrals from the boroughs and to determine pre-application fees, ensure that correct payments are taken and that banking is carried out at agreed intervals, provide and maintaining invoicing systems liaising with management to ensure correct invoices are raised and paid in a timely manner and liaise with income recovery department as required.  

2.
DESCRIPTION OF DUTIES

· To deliver responsive and effective Planning Support services including:

To work as part of a team responsible for providing a fully comprehensive technical support service processing and validating referable planning applications determining the correct pre-application fees, processing all fees received, actioning the planning mailboxes, invoicing, refunds and taking steps to recover all outstanding monies.

· To ensure all documentation has been received, reading, and interpreting plans, liaise with Planning Officers when additional advice required checking fees are correct, record site polygons on spatial maps identifying neighbours carryout both internal and external consultations, site and press notices if required make applications valid and send out acknowledgement letter and pass on to relevant Planning Officer or if invalid send out invalid letter.

· To provide pre-application fee and submission information.

· To ensure incoming post is recorded and action appropriately, with the registering of applications and recording of public comments and objections.

· To provide a service for Planning enquiries from Agents and the public to ensure external correspondence email in-box is answered in a timely manner with clear constructive responses or emails are passed on to relevant officer. 

· To monitor on a daily basis the planning admin in-box for application return documents, fees and general information requests, liaising with other team members to ensure all emails are dealt with in a timely manner.

· To provide a service to monitor and maintain both internal and external consultation in-boxes ensuring all consultations are recorded on  the back-office system.  

· To calculate pre-application/ PPA fees, take payments and collect all income to assist the Planning Service in achieving their income targets. 

· To complete refund request forms once provided with written request and pass on to Planning Support Manager/Planning Change Manager for agreement to continue the process for authorisation.
· As part of a rota to prepare and process agendas and reports ensuring deadlines for submission are achieved, liaising with Heads of Service, Planning Officers, the AD Planning and committee services. To attend planning meetings if required.

· As per rota to provide a comprehensive appeals co-ordination process, monitoring the appeals in-box, liaising with both Planning Inspectorate and Planning Officers ensuring documentation is forwarded and recorded in a timely manner e.g. record start date letters, forward questionnaires, and Decisions to ensure all targets are achieved.

· Assist in the organising, set up and administration of appeal hearings, public Inquiries as required.

· To provide comprehensive invoicing and finance service to the Planning Change Manager, Heads of Service. 

· Liaise with Finance services to ensure Bacs payments have been received and records to be updated. 
· To organise for the servicing of meetings, arrange meetings, prepare agendas, arrange refreshments, book venues, attend meetings and arrange or act as minute taker as required as part of a team.

· To work to maintain up to date documented procedures in electronic form, to ensure new and revised procedures are accessible as directed by the Planning Support or Planning Change Manager. 

· To support and train the Department’s apprentice in team’s processes.
· Benchmark as required with other authorities and attend the London ALBPO bi-monthly meetings when required.

· Whilst always being focused on best practice, to assist and personally to influence his/her team members to meet demanding targets and deadlines within a local authority environment and creating a “can do” culture.

· To raise service requests for IT changes and improvements as directed by the Planning Support Manager.

· To carry out all duties with principles of Planning in mind.
· To know and adhere to the GLA’s equal opportunities policy and equalities legislation and implement in relation to job responsibilities in employment and service delivery.
Person Specification

Technical requirements/experience/qualifications

1. Possession of, or willingness and ability to undertake a relevant technical, planning or equivalent qualification.  

2. General understanding of national, regional and London strategic planning and development issues and technical processes and basic knowledge of the Mayor’s statutory planning powers and responsibilities.

3. Ability to use GIS mapping software, including MapInfo.

4. Experience of using IT systems including MS Outlook, word-processing, spreadsheets and databases.

5. Successful experience of providing support to professional Planning function, demonstrating an understanding of ‘planning’ and an ability to assist customers and stakeholders in general planning enquiries (including statutory procedures, decision making processes and formal planning submissions).  

Behavioural competencies

Communicating & Influencing

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 1 indicators of effective performance

· Represents self and team positively within the organisation
· Speaks and writes clearly and succinctly using appropriate language that is easy to understand 
· Considers the target audience, adapting style and communication method accordingly

· Communicates persuasively and confidently

· Checks for understanding

Stakeholder Focus

… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

Level 1 indicators of effective performance

· Listens to understand requirements without making assumptions 
· Demonstrates an enthusiastic and ‘can do attitude’ to all requests 
· Provides timely, accurate and personalised responses 
· Provides a polite and helpful first point of contact for stakeholders
· Learns from feedback to improve personal service to others

Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches

to deliver work on time and to a high standard

Level 1 indicators of effective performance
· Plans and prioritises own workload to meet agreed deadlines
· Advises colleagues or manager early of obstacles to work delivery
· Perseveres and follows work through to completion
· Checks for errors to ensure work is delivered to a high standard first time

· Effectively juggles priorities
Research and Analysis
…is gathering intelligence (information, opinion and data) from varied sources, making sense of it, testing its validity and drawing conclusions that can lead to practical benefits

Level 1 indicators of effective performance

· Uses a variety of methods and sources to gather relevant data and information

· Checks accuracy of data and information before using it

· Assesses trends in data and spots connections to draw meaningful conclusions

· Summarises research outcomes in a clear and concise way

· Focuses on the research goal, working in a systematic way
Organisational Awareness

... is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly

Level 1 indicators of effective performance

· Understands the structure and statutory responsibilities of the GLA 
· Understands how own role and work contributes to team and organisational objectives
· Understands the role of the GLA, the Mayor and the Assembly in relation to Londoners
· Is sensitive to the culture and political context of the GLA and uses it to work effectively
· Treats GLA information as sensitive and confidential

Decision Making
…is forming sound, evidence based judgements, making choices, assessing risks to delivery, and taking accountability for results

Level 1 indicators of effective performance

· Takes personal responsibility for own decisions

· Makes straightforward decisions to progress own work

· Asks others for input, recognising the benefit of more than one perspective

· Understands which decisions are within own area of responsibility and which to pass to others

· Understands the risks associated with decisions, informing others of these risks.
Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person

with a disability who otherwise would be prevented from undertaking the work.
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