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	Directorate: Development and Housing
	Section: Development Management and Building Control


	Post No: 
DEDM03003
	Designation: 
Senior Planning and Building Control Support Officer

	Grade: 7




	Qualification:
(E)    	GCSE or equivalent in English Language and Mathematics 
(D) 	Qualification or equivalent in business administration or IT
(D)      Relevant NVQ (level 2) or similar covering data collection and analysis


	Knowledge/Skills/Abilities:

Knowledge:
(E) Good ICT skills, including advanced knowledge of MS Office 
(E) Able to input and extract data quickly and accurately
(E) Good communication and presentation skills, including the presentation of data in easily understood formats
(E) A basic understanding of managing financial accounts
(E) Good administrative and organisational skills
(D) A working knowledge of Geographic Information Systems
(D) A working knowledge of Planning and Building Control ICT systems, including APAS
(D) A basic understanding of Town Planning and Building Control practice and related e-government issues
(D) An understanding of the Council’s policies, procedures and regulations which are relevant to the work of the division

Skills:
(E) Good organisational skills with an ability to work to timescales, set targets and work under pressure to achieve them
(E) Ability to supervise a team to co-ordinate the administrative and technical duties.
(E) A team player, but with the ability to use own initiative and work with minimum supervision
(E) Able to deal firmly and diplomatically with members of the public
(E) Good interpersonal and communication skills to advise partners and stakeholders of the Planning and Building Control service as well as with colleagues across the Council

Abilities:
(E) To supervise and work within a team whilst using individual initiative 
(E) To communicate effectively (both in writing and orally) with all customers and stakeholders of the Planning and Building Control services 
(E) To work to deadlines producing clear and accurate outcomes


	Experience:
(E) Analysis and presentation of information
(E) Dealing with financial systems
(D) Use of Geographic Information Systems
(D) Previous experience of managing an accounting ledger
 

	NB   E    Essential
        D    Desirable 
Date Produced: October 2025



image1.png
Preston
City Council




