EAST STAFFORDSHIRE BOROUGH COUNCIL

JOB DESCRIPTION
_______________________________________________________________
JOB TITLE:


TECHNICAL SUPPORT OFFICER - 

SCALE:


GRADE 6



REFERENCE CODE:
PT0200
SECTION:


PLANNING DELIVERY
RESPONSIBLE TO:
Development Control and Land Charges Team Leader
PURPOSE OF THE JOB:
To assist the Development Control and Land Charges Team Leader in providing responsive, efficient and excellent customer-focused technical support to the Planning Delivery service and its customers and stakeholders.
DUTIES AND RESPONSIBILITIES
1.
Operate competently Development Control and other computer systems such as M3 and MapInfo, including the input of information and production of documentation.
2.
Use and maintain the systems and schedules of work established for Development Control.

3.
Undertake validation and registration processes in accordance with agreed procedures

4.
Process Permitted Development enquiries in accordance with relevant legislation

5.
Undertake Consultation with relevant bodies and neighbours
6.
Maintain up-to-date plotting and constraints databases
7.
Create case files, produce standard/ non-standard letters, committee documentation, including the production of agendas and decision notices.  Process incoming and outgoing correspondence in accordance with laid down procedures
8.
Process withdrawn and out of time applications

9.
Act as primary contact for all enquiries from customers, partners and other stakeholders

10.
Process all compliance enquiries

11.
Carry out Appeal administration duties 
12.
Carry out all other  tasks required to ensure the delivery of an excellent support service to all customers across planning and land charges as required (e.g. filing, orders, invoices,  surveys, downloading applications from the Planning Portal)
13.
Meet all performance targets and deadlines

14.
Ensure all information relating to the users of the service is used within the terms of the Data Protection Act and that confidentiality is maintained and guidelines for the release of information are followed.

15.
Undertake all necessary training and development appropriate to the role

16.
Apply the principles of the Council’s Customer Care Policy, taking responsibility, ensuring reliability and having respect for all those for whom the service is being provided including colleagues and elected Members

17.
Carry out any other duties as deemed necessary to fulfil the functions of this post as may be required by the Planning  Manager
Signed ________________________________________Date _____________
PERSON SPECIFICATION

TECHNICAL SUPPORT OFFICER  

	REQUIREMENTS
	ESSENTIAL FOR POST
	DESIRABLE FOR POST



	Experience


	Office based administration
Liaison with external partners and customers

Computer system applications

Technical and spatial work activities including interpreting plans
	Local government Planning environment support activities 

	Qualifications
	GCSE English and Mathematics Grade C or equivalent qualification or work experience
Level 3 NVQ (Information, Advice and Guidance) or equivalent or work experience
Level 2 NVQ (Customer Care) or equivalent or work experience
	

	Training
	Willingness to undertake as necessary 

(Application form – interview)


	

	Special Knowledge
	Current development computer systems
Office ICT applications

Appropriate development legislation

	

	Disposition and

Attitude
	Organised/Efficient

Effective communicator (written and oral)

Good social and interpersonal skills

Target/performance focused

Team Worker

Ability to work under pressure

Positive ‘can do’ approach
	Self confident 



	Practical/Intellectual
	Exemplary time management skills.  Able to prioritise own workload.

Computer literate/competent (Word, Powerpoint, Outlook, Excel)

Flexible but decisive
	

	Other

	An ability to compromise lesser objectives in order to achieve the key objectives of the Borough.

Clear, innovative thinking - particular with regard to performance 
	


