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	Job Title
	Development Planning Officer
	Post Number
	P1033

	Career Grade
	8
	Service Area
	Development Planning 

	Special Conditions 
	Occasional attendance of evening meetings and/or weekend working

Covers both Malvern and Wychavon Councils

Politically restricted post
	Additional Benefits

	Casual car user allowance 


	Authorised by
	Director of Planning and Infrastructure 
	Date
	October 2025



Job Purpose
	The purpose of this role within the Council is:
	As part of the Development Planning team, you will help coordinate and deliver complex planning projects, prepare reports and technical documents, support stakeholder engagement and consultation, and monitor progress to ensure the timely and effective delivery of major developments and key projects. This is a varied and rewarding role that will see you working closely with colleagues across the councils, developers, consultants, Members, and local communities to bring forward sustainable, high-quality places.

	Responsible for demonstrating commitment to working in line with the Councils' values

	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Head of Development Planning 

	The postholder manages \supervises:
	N/A









	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	1
	To support in the delivery of strategic sites across Malvern Hills and Wychavon District Councils, including flagship site, Worcestershire Parkway, ensuring alignment with Council objectives and planning policies.

	2
	To prepare reports, presentations and recommendations on strategic site planning matters for the Councils’ committees.

	3
	Provide planning and project-related support to senior officers and the Head of Development Planning.

	4
	Assist in monitoring project progress, risks, and timelines, identifying and helping to resolve issues to maintain momentum for delivery.

	5
	To liaise with other service areas across the two councils, for example Development Management in relation to the progress of Planning Performance Agreements and planning applications. 

	6
	Coordinate Project Board, working group, and stakeholder meetings, preparing agendas, reports, minutes, and follow-up actions.

	7
	Assist in preparing planning documents, supplementary planning guidance, design guides, technical reports, and evidence to support planning applications and compulsory purchase orders in order to facilitate and progress the delivery of strategic sites in accordance with the Local Plan and other corporate and strategic priorities.

	8
	To lead on individual projects and initiatives – whilst being supported and guided by more senior members of the team.

	9
	To facilitate effective communication and collaboration with developers, landowners, consultants, Members, and external partners.

	10
	To respond to queries from Members and support in their understanding of policy and it’s interpretation with respect to strategic sites and their delivery. 

	11
	Organise and deliver consultation events, workshops, and exhibitions to engage communities and gather feedback.

	12
	Maintain accurate data, on site progress, and monitoring information on site delivery.

	13
	Support the preparation of communication materials, including reports, newsletters and web content.

	14
	Manage and process invoices, procurement activities, and budget monitoring in accordance with Council procedures.

	15
	Respond to public, stakeholder, and Freedom of Information enquiries promptly and professionally.

	16
	Represent the Council at meetings, exhibitions, and consultation events, promoting clear and consistent messaging about the strategic site.

	17
	Support the Head of Development Planning with any other activities, as required. 






NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential for grade
	Desirable

	Good standard of education
	E
	

	Degree qualification in planning or similar related subject
	E
	

	Full membership of the RTPI 
	E
	



	Experience

	Essential for grade

	Desirable

	Appropriate professional post-qualification planning experience
	E
	

	Good working knowledge of Windows based computer systems and their applications
	E
	

	Working in a council planning department
	
	D

	Relevant planning experience, including appeal hearings and inquiries.
	
	D



	Skills Required

	Essential for grade

	Desirable

	Good interpersonal skills and ability to communicate in a clear, unambiguous manner
	E
	

	Good research and analytical skills, including the preparation of written reports.
	E
	

	Well-motivated and enthusiastic with ability to manage workload 
	E
	

	Accuracy and attention to detail
	E
	

	Access to a car and ability to travel to various locations as appropriate to the demands of the post
	E
	

	Ability to handle a broad range of tasks and information sources. 
	
	D

	Experienced in the use and interpretation of data within GIS software including DEF and QGIS.
	
	D

	Clear ability to manage workload and work under pressure
	
	D

	Team player
	
	D




	Behaviours
	Essential 

	Desirable

	Adaptable and flexible approach to work
	E
	

	Strong customer service orientation
	E
	

	Ability to work on own initiative and as part of a team
	E
	

	Ability to negotiate successful outcomes
	E
	

	Attendance at occasional evening meetings and weekend consultation events
	E
	

	Integrity
	
	D

	Commitment to efficient and quality service delivery
	
	D

	Flexibility and adaptability
	
	D

	Open friendly and helpful approach to customers, e.g.  Members, the public, applicants, agents, objectors or interest groups, through the provision of efficient and responsive professional services.
	
	D




Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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