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	Job Title
	Conservation Officer
	Post Number
	P433, P932, P943, P968

	Grade
	5 – 8 
	Service Area
	Planning and Infrastructure

	Special Conditions 
	Available for emergency call out in respect of dangerous listed buildings (post professional qualification) 
	Additional Benefits

	

	Authorised by
	Director of Planning and Infrastructure
	Date
	October 2025



Job Purpose
	The purpose of this role within the Council is:
	· To assist in the development, implementation and promotion of a proactive conservation and design service, including the processing of listed building consent applications
· To provide advice on architectural and built conservation matters to the Council's Planning Service

	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 Conservation Officer

	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 assist in the development, promotion, and implementation of a programme of Conservation Area boundary reviews, Character Appraisals and Management Plans


	
2
	To prepare, advise and contribute to documents dealing with built conservation policies and advice including the Local Development Framework, Supplementary Planning Documents, advice notes and development/design briefs. 


	
3
	To process applications for listed building consent.


	
4
	To advise on planning and associated applications with regard to designated heritage assets and architectural matters.


	
5
	To provide appropriate pre-application advice in respect of proposals affecting the historic built environment.


	
6
	To provide advice in respect of repairs to historic structures.


	
7
	To monitor listed building consent and conservation area works to ensure compliance with relevant conditions or statutory requirements.


	
8
	To advise and contribute to listed building and conservation area enforcement action, including Urgent Works and Repair Notices and Building Preservation Notices, as appropriate. 


	9
	To assist in developing, promoting and implementing conservation led regeneration schemes. 


	10
	To operate grant schemes for repairs to historic buildings, as necessary.


	11
	To advise and contribute to any appeal action relating to the historic built environment, as appropriate.


	12
	To appear at Planning inquiries as appropriate, on behalf of the council. 


	13
	To obtain support and advice from the Senior Conservation Officer or Heritage Services Manager as appropriate on more complex, sensitive and/or strategic issues relating to each of the above areas of activity.


	14
	To contribute towards the implementation of ICT within the Heritage Team. 


	15
	To assist with corporate/ departmental initiatives and requirements as requested by the Heritage Services Manager, including participating on working groups/attending and representing the joint service at meetings.








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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CAREER GRADED POSTS

Appointment to and progression through career grades is dependent upon:
· Achieving the relevant qualifications and experience detailed in the Key Requirements
· Line Managers confirmation of satisfactory performance in the post and recommendation for progression
· Line Manager confirmation that postholder is required to undertake the level of responsibility required at the next grade
· Postholder’s ability to undertake such work.  

Progression from Grade 5 to Grade 6

· After reaching the top of Grade 5 officers will progress to the first increment on Grade 6. 
· Employees who attain a degree qualification in planning or similar related subject whilst at Grade 5 will progress to Grade 6 whether or not they have already reached the top of Grade 5. 

Progression from Grade 6 to Grade 7 is dependent on –

· Student membership of the RTPI/IHBC and working towards full membership#
· 2 years professional planning/conservation experience
· The Head of Planning being satisfied with the employee’s performance

Employees who are not full members of the RTPI/IHBC may progress to Grade 7 if they have 5 years professional experience in a planning environment and the Head of Planning being satisfied with performance

Progression from Grade 7 to Grade 8 is dependent on –

· Full membership of the RTPI/IHBC
· 2 years post qualification experience (some of which can be suitably qualifying professional experience pre-qualification but a minimum of six months should be post qualification)
· A report demonstrating a range of professional experience in a planning environment
· The Head of Planning being satisfied with the employee’s performance

Employees who do not have full membership of the RTPI/IHBC will only be considered for progression to Grade 8 in exceptional cases at the discretion of the Head of Planning.   Relevant professional experience will be taken into account.

Normal incremental progression within the grade will apply until the postholder meets the above criteria for progression to the next salary grade.


	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	Degree or equivalent in Planning and/or Historic Building Conservation or a related subject.

	X
	

	Membership of the IHBC or willingness to work towards IHBC accreditation.
	
	X




	Experience

	Essential
	Desirable

	At least one year's planning/conservation experience.

	X
	

	Experience of public and/or private sector conservation and design work

	
	




	Skills Required

	Essential
	Desirable

	Ability to travel around the districts and undertake site visits

	X
	

	Knowledge of Microsoft Office and GIS applications.

	
	X

	Ability to meet deadlines.

	
	X

	Ability to problem solve.

	
	X

	Ability to communicate in a clear and unambiguous manner.

	
	X

	Customer focused

	
	X

	Good interpersonal skills

	
	X

	Ability to work under pressure

	
	X

	Ability to work with the public

	
	X

	Work flexibly as part of multi-disciplinary team

	
	X

	Self motivated with excellent time management skills.
	
	
	X

	Target and performance driven.

	
	X

	Good written, oral and graphic communication skills.

	
	X




	Behaviours

	Essential
	Desirable

	Occasional attendance at some evening or weekend meetings 

	X
	

	Availability for emergency call out in respect of dangerous listed buildings (post professional qualifications)
	X
	



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.






image1.jpeg
o WYCHAVON
DISTRICT COUNCIL

good services, good value





