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	Job Title
	Planning Support Officer
	Post Number
	PS825

	Grade
	4
	Service Area
	Planning Support

	Special Conditions 
	Based in Malvern with the potential requirement of working in Pershore
	Additional Benefits

	Casual Car User

	Authorised by
	Director of Planning and Infrastructure
	Date
	May 2026



Job Purpose
	The purpose of this role within the Council is:
	To provide support to the planning functions as a member of the joint planning support services team.


	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:
	Senior Planning Support Officer/ Planning Support Services Manager

	The postholder manages \supervises:
	None





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


	
1
	Support the planning functions of the two councils as part of a multi-skilled group. 


	
2
	Provide excellent customer care through all forms of communication channels to include the website, email, telephone, written correspondence and face to face, and to respond to general enquiries from officers, agents, public and councillors.


	
3
	To process all planning related submissions and complete administrative tasks.


	
4
	Receipt, fee management, registration, validation and processing of all types of planning and planning related applications (including consultations). 


	
5
	To carry out administrative tasks in support of the service to include planning committee and appeal support, document scanning and planning history searches, planning enquiries by telephone, post and email mailboxes.


	
6
	To process and determine permitted development requests and householder planning applications.


	
7
	To undertake such other duties as may be directed by the Planning Support Manager, Senior Planning Support Officer and other team managers and be flexible to move between teams as necessary in order to ensure effective and efficient delivery of services.







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
	Desirable

	Good standard of education (GCSE or equivalent grade C or above) in Math and English.

	E
	

	Computer literate, able to use Windows, Word, Excel, Outlook, internet and document management systems.

	E
	




	Experience

	Essential
	Desirable

	Relevant administrative experience, delivering a range of administrative, technical and customer care duties.

	E
	

	Administrative and technical work which includes dealing with statistics and some letters.

	
	D

	Demonstration of excellent customer service through the utilisation of own initiative

	
	D




	Skills Required

	Essential
	Desirable

	Able to organise own workload to meet competing priorities

	E
	

	High levels of attention to detail/accuracy

	E
	

	Ability to provide excellent customer care. 

	E
	

	Able to work as a team player 

	E
	

	Effective communication skills

	E
	

	Flexibility which will include ability to become skilled in all administrative, technical and customer services areas.

	
	D

	An ability to assimilate knowledge through training and be able to pass this knowledge on to new appointees, internal and external customers as required.

	
	D

	Articulate in any verbal or written communication and have abilities to collect information

	
	D




	Behaviours
	Essential
	Desirable

	Keen, enthusiastic and eager to sort out customers enquiries, including ability to deal with complainants and ability to diffuse potentially confrontational situations on the telephone/face to face.

	
	D

	Honesty, openness and integrity.

	E
	




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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