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JOB                








OUTLINE

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


	Post No:

DEDM03003
	Designation:

Senior Planning and Building Control Support Officer

	Grade: 7



	Purpose of Job:

Under the direction of the Development Management Team Leader to assist in supervising and coordinating the workload of the Planning and Building Control Support Unit to efficiently and effectively deliver the core services of Development Management and Building Control, the Council’s main aims, Key Work Areas and targets as set out in the Corporate Plan and the Department’s Service Delivery Plan.


	Main Duties/Responsibilities:

1. To undertake day-to-day supervision and coordination of the administrative and technical duties, including application of relevant legislation and guidance, of the Development Management and Building Control services. 
2. To provide guidance and advice to the Planning and Building Control Support team members, fostering strong team working and motivating staff to achieve service and corporate objectives.
3. To undertake technical duties involved in the work of the whole Department including the validation and processing of planning, building control and other applications, enforcement complaints, incoming mail, requests under Freedom of Information/Environmental Information Regulations, coordination of preparation of planning committee agendas, upkeep and updating of various sources of information, filing, the production of plans and technical information and the preparation and despatch of decision notices and completion notices.

4. To assist and support the Assistant Director (Head of Development Management and Building Control) in the monitoring and management two service budgets.
5. To supervise the receipt of cash/cheques, issue receipts and balance and pay in monies received on daily and reconcile income with the Council’s Radius financial system for both services.
6. To supervise the issuing of Sundry Debts for the recovery of Building Regulation Inspection Fees and Dangerous Building default works expenditure, register Land Charges and to provide evidence, when necessary, for the legal recovery of such debts.

7. To be responsible for maintain the computer database and produce reports from information it holds. 
8. To assist and deputise for the Development Management Team Leader in reporting national and local performance indicators across the Department. To compile statistical information for inclusion in Corporate Performance Management Reports, external Benchmarking and National Building Control Performance Standard returns and the general management of the performance of the Section using Sequel Reports Microsoft Access or other approved software packages.
9. To complete electronic responses to Government Housing Returns.

10. To monitor, organise and redistribute, if necessary, the workload of the Planning and Building Control Support Officers and Assistants to ensure the efficient and effective delivery of both services.
11. To take a broad perspective of all aspects of the planning service and ensure that the work of the Planning and Building Control Support Unit is integrated with and supports the whole Department.
12. To implement appropriate policies and procedures to ensure quality in both outcomes and service delivery processes and in all aspects of the Department’s work including HR, legal and financial matters.

13. To undertake appropriate continuing personal development in accordance with an explicit plan

NB:  The Council is an equal opportunities employer and provider of services.  The Council has a 

        statutory duty to promote race equality and all employees must be aware of that duty and 

        work to the Council’s equality standards.



	In addition, other duties at the same level of responsibility may be allocated at any time         

                                                                                                                                     Date Produced: October 2025
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