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	Job Summary Overview 

	Job title
	Assistant Planning Officer 

	Career family 
	
Public Protection & Regulatory

	Professional pathway
	Planning

	Career family level
	Entry level / Trainee / Assistant Officer (Tier 7) 

	Grade
	G8

	Reports to
	Team Leader Minerals and Waste Policy

	Financial responsibility
	NA

	Supervisory responsibility 
	NA

	Reference number
	



	Job Summary

	The Assistant Planning Officer will provide key support to senior officers within the Planning and Development business area, primarily assisting the Minerals and Waste Policy & Strategy Team in preparing the Minerals and Waste Local Plan and its supporting documents. The role involves essential evidence gathering, data collation, monitoring, and analysis to ensure effective service delivery, working with internal and external stakeholders to inform plans and manage risks.
Specialist Aspects of the Role
· Minerals and Waste Policy: Assisting the Minerals and Waste Policy & Strategy Team with the preparation of the Minerals and Waste Local Plan and its supporting documents.
· Statutory Planning Work: Assisting in preparing statutory County Council Local Plans and gathering evidence for these Plans and policy work.
· Planning Application Support: Where required, supporting the Development Management Team in processing planning applications.
· Reporting: Helping to prepare the Authority Monitoring Reports and drafting the quarterly CPS1/2 county matter return for central government.
· Digital Systems: Utilizing digital mapping and web-based systems.
· Planning Appeals/Enforcement: Assisting in preparing documentation for planning appeals (including at Hearings and Public Inquiries) and preparing plans for formal enforcement-related notices.






	Specific requirements 
	Essential 
Mark with P 
	Desirable 
Mark with P 

	 A 5 - 9 or A*to C in GSCE in Maths and English (or equivelent) and to have at least two A Level passes or equivalent in any subject
	P
	

	Ability to use own judgment in a range of situations
	P
	

	Excellent communication, presentation and negotiation skills, with the ability to prepare clear and concise reports 
	P
	

	Understanding and experience using data, insight and performance measures to assess the impact of services and inform decisions and service planning to improve outcomes. 
	P
	

	Proficient in MS Office skills (Word, Outlook, Excel etc.) 
	P
	

	Undergraduate Degree or relevant qualifications in any subject
	
	P

	Knowledge and experience of minerals and waste town and country planning process and procedure
	
	P

	Knowledge of GIS
	
	P



	Working Arrangements

	
· The post is / is not politically restricted.
· Enhanced DBS check with Barring List is required or Standard DBS check required or Basic DBS check required [Note – this should be based on Verifile record/title or if not assessed yet, Verifile questionnaire need to be submitted by HoS]
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy. 
· Able to travel across the county and work from various office locations within the county.


	Health and Safety at Work 

	
All employees have responsibilities for health and safety – both for themselves, colleagues and the people we work with.  
 
The potential significant hazard(s) and risk(s) for this post are identified below (those ticked). 
 


 

	​​☐​ 
	Provision of personal care on a regular basis 
	​​☐​ 
	Driving HGV or LGV for work 

	​​☐​ 
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects 
	​​☐​ 
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes) 

	​​☐​ 
	Working at height/ using ladders on a regular/ repetitive basis 
	​​x
	Restricted postural change – prolonged sitting 

	​​☐​​ 
	Lone working on a regular basis 
	​​☐​ 
	Restricted postural change – prolonged standing 

	​​☐​ 
	Night work 
	​​☐​ 
	Regular/repetitive bending/ squatting/ kneeling/crouching 

	​​☐​ 
	Rotating shift work 
	​​☐​ 
	Manual cleaning/ domestic duties 

	​​x​ 
	Working on/ or near a road 
	​​☐​ 
	Regular work outdoors 

	​​x
	Significant use of computers (display screen equipment) 
	​​☐​​ 
	Work with vulnerable children or vulnerable adults 

	​​x
	Undertaking repetitive tasks 
	​​​☐​​ 
	Working with challenging behaviours 

	​​☐​ 
	Continual telephone use (call centres) 
	​​☐​ 
	Regular work with skin irritants/ allergens 

	​​☐​ 
	Work requiring hearing protection (exposure to noise above action levels) 
	​​☐​ 
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres) 

	​​☐​ 
	Work requiring respirators or masks 
	​​☐​ 
	Work with vibrating tools/ machinery 

	​​☐​ 
	Work involving food handling 
	​​☐​ 
	Work with waste, refuse 

	​​☐​ 
	Potential exposure to blood or bodily fluids 
	​​x​​ 
	Face-to-face contact with members of the public 

	​​☐​ 
	Other (please specify):  
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