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Job Description

Job title:

Planning Data and Performance Officer
Grade:


6


Directorate:

DEE
Unit:


Planning 
Job purpose
The Planning Data and Performance Officer position will provide finance support to the unit.  Working with the heads of service, Planning Change Manager and Assistant Director, this position will help to ensure financial information is used pro-actively by the team to forecast work load and staff requirements.  They will also take responsibility for the processing and management of the financial aspect of the pre-planning application advice service, which in the last financial year returned £1.4million.

Principal accountabilities

1.
Provide Planning SMT with advice on the financial processes, statistical analysis and performance management issues, ensuring that the team is efficient in making the most of its budget.

2.
Carry out a variety of accountancy tasks, to include dealing with SAP, producing planning income and workload monitoring sheets, running systems reports, collating and analysing data for Freedom of Information requests and statistical returns. 
3.
Provide routine advice and information to staff on data and performance issues.
4.
Handle enquiries from internal staff and undertake administrative duties.

5.
Ensure that data on referable planning applications are collated, monitored and analysed as part of the work undertaken by the Development Management Team. 
6.
The Planning Data and Performance Officer will ensure that data from referable schemes, past and present, is recorded on PAWS so that the team can use the data effectively. The person in this post will be responsible for recording and monitoring key stats from ongoing planning applications, working with planners to give them better information so that they can spend more time assessing planning applications. 

7.
This post ensures that we would be able to provide information to the Mayor’s Office as and when required. In addition to this, we would also be better placed to answer FoIs and MQs, reducing the amount of time taken to collate information for responses. 

8.
Provide support to the link accountants in their role of providing financial advice and a budget monitoring service to GLA directorates.

9.
Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary cross-department and cross-organisational groups and task teams.
10.
Realise the benefits of London’s diversity by promoting and enabling equality of opportunities, and promoting the diverse needs and aspirations of London’s communities.

Key relationships 


Accountable to:  
Planning Change Manager
Accountable for:
Resources allocated to the job

Principal contacts: 
GLA staff   

Person specification
Technical requirements/experience/qualifications

1.
Understanding of financial practices and procedures.

2.
Numerical skills appropriate to the need to undertake analysis of financial data.

3.
Experience of working with financial systems such as SAP.
4.
Ability to use standard office software applications, including Word and Excel, in a financial environment 
Behavioural competencies
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 2 indicators of effective performance

· Seeks to understand requirements, gathering information when needs are not clear

· Presents the GLA positively by interacting effectively with stakeholders 

· Delivers a timely and accurate service

· Understands the differing needs of stakeholders and adapts own service accordingly

· Seeks and uses feedback from a variety of sources to improve the GLA’s service to Londoners

Managing and developing performance
… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations.

Level 2 indicators of effective performance

· Seeks opportunities to develop professional skills and knowledge and encourages teams to do so
· Ensures own and others’ workloads are realistic and achievable

· Provides staff with clear direction and objectives, ensuring they understand expectations

· Recognises achievements and provides constructive feedback and guidance

· Gives staff autonomy and confidence to perform well and to their potential

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 2 indicators of effective performance
· Proactively seeks new information sources to progress research agendas, and address gaps in knowledge.
· Grasps limitations of or assumptions behind data sources, disregarding those that lack quality

· Analyses and integrates qualitative and quantitative data to find new insights

· Translates research outcomes into concise, meaningful reports

· Identifies relevant and practical research questions for the future

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 2 indicators of effective performance

· Prioritises work in line with key team or project deliverables
· Makes contingency plans to account for changing work priorities, deadlines and milestones
· Identifies and consults with sponsors or stakeholders in planning work
· Pays close attention to detail, ensuring team’s work is delivered to a high standard
· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met
Problem solving
… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions

Level 1 indicator of effective performance
· Breaks down work issues, seeking further information if necessary
· Provides workable solutions to solve immediate work problems

· Makes suggestions and implements improvements to personal work processes
· Actively supports new initiatives and tries different ways of doing things
· Learns from others’ experiences
Responsible use of resources
… is taking personal responsibility for using and managing resources effectively, efficiently and sustainably

Level 1 indicators of effective performance

· Demonstrates awareness of the GLA’s commitment to value for money and responsible use of resources 
· Works independently using own time and that of others effectively

· Takes action to avoid unnecessary waste and cost 

· Reduces personal impact on the environment by reducing use of, reusing and recycling resources
· Shows understanding of relevant budgets and how they apply in own work environment
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

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
