

	Role Structure
	Role Details 

	Directorate:
	Economy & Environment

	Grade:
	HC07

	Location:
	Plough Lane

	Responsible to:
	Development Manager (Enforcement)



Job Description
Job Role: Planning Investigation and Enforcement Officer
Service: Development Management (Planning) 
	


Main purpose of the role
Under the general direction of the Development Manager or Development Management Service Manager, to investigate alleged breaches of planning control, maintaining an accurate record of findings and enforce compliance with the Town & Country Planning Acts, its regulations and its orders, including the control of advertisements. 


	Key Duties and Responsibilities

	Frequency of Task

	· The investigation of complaints from the public, local members, parish councillors, internal departments or external agencies in order to assess alleged planning breaches in respect of the Town & Country Planning Acts, its regulations and orders.

	· Daily 

	· To monitor and check development against planning permissions, listed building consents and advertisement consents in order to assess compliance with approved plans/conditions and advise on such matters.

	· Daily

	· To assist planning officers with their preparation of a statement of case for planning enforcement appeals

	· Monthly

	· To consult with planning officers on Development Management  control and enforcement matters, as well as liaising with other council departments and external agencies on such issues.
· 
	· Daily

	· Advise complainants on the steps to be taken to secure compliance with planning legislation and seek compliance in accordance with the Council’s planning enforcement policy.

	· Daily 

	· Where compliance cannot be achieved by negotiation, to write reports on the expediency of taking enforcement action for authorisation by the Development Manager, Development Management Service Manager or Head of Service

	· Weekly

	· Prepare, draft and serve Breach of Condition, Planning Contravention, Requisition for Information and other formal notices for authorisation by the Development Manager Development Management Service Manager or Head of Service

	· Weekly

	· To maintain accurate and up to date records on the Council’s computer system and to ensure that this is available at all times for authorised officers of the Council. 

	· Daily

	· To respond to telephone calls, emails and letters in a timely fashion and in accordance with the Planning Services KPIs
	· Daily

	· To prepare reports and correspondence resulting from the above mentioned inspections and investigations, and attend planning appeals, inquiries and court as necessary to present evidence on behalf of the Council

	· As Required

	· To undertake site inspections, meetings and negotiations with alleged offenders and complainants, including interviews under PACE
	· Weekly 

	· To research the background to complaints, including the examination of the planning history of a site
	· Daily 

	· To keep up to date with changes in legislation, technical developments and practices as they affect the Planning Service.

	· Daily

	· To undertake those investigations, complaints, enquiries or requests for service anywhere within the Planning and/or Regulatory Service of the Council where that officer would be best suited to do so by virtue of their experience and knowledge

	· As required

	· To provide advice and guidance to businesses, other agencies and members of the public in respect of the above matters as a result of inspections, investigations and in response to enquiries.

	· Daily 

	· To maintain personal and professional development and training to meet the changing demands of the job as well as the requirements of any relevant professional accreditation

	· Daily

	· To provide assistance to the Development Manager, Development Management Service Manager or Head of Service in respect of planning control and the discharge of conditions 
	· Daily 

	· To use specialist equipment in a competent and safe manner, including the recording, interpretation and safe custody of results
	· Daily 

	· To supervise, direct, train and monitor the work of professional trainees
	· As required

	· To give talks or advice to the public and other groups and organisations as required, including attendance at parish council or resident meetings and the like.

	· As required 

	· Carry out such other functions as may be necessary or as directed in order to facilitate the performance of the Planning Services of the Council and the general working of the Directorate
	· As required 

	· The post holder will be expected to take such decisions as are required of a Planning Enforcement Officer and take appropriate action on his/her own initiative, including the drafting and service of legal planning notices and their execution, in conjunction with the Development Manager

	· Weekly

	· The post holder is required to work out of hours and at unsociable hours, including evenings, nights and weekends, as and when required
	· As required 
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· A good standard of education to A Level or equivalent
	Essential
	A, I

	Experience & Knowledge

	· Experience of dealing with the public in an enforcement role or gained through work in a planning or regulatory service
	Essential
	A, I

	Skills and Abilities

	· Excellent verbal and written communication skills.

	Essential
	A, I

	· Able to convey and explain complex legal and technical issues at all levels
	Essential
	A, I

	· Able to exercise judgement as to the appropriate balance between education and enforcement
	Essential
	A, I

	· Able to manage and prioritise caseload
	
	

	· Able to achieve results by negotiation, education and enforcement.

	Essential
	A, I

	· To be an effective team member
	Essential
	A, I

	· Able to interpret and put into practice the Council’s policies
	Essential
	A, I

	· Able to deal effectively and safely with all types of behaviour
	Essential
	A, I

	· Ability to use and interpret results from relevant complex technical equipment and data
	Essential
	A, I

	· Ability to travel freely around the Court and beyond
	Essential
	A, I

	· Full Drivers License 
	Essential
	A, I

	· Ability to work in all conditions and be capable of undertaking the physical demands of the post.
	Essential 
	A, I



All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
.
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