
 

Job Description 

Job title: Planning Officer 

Contracting Council: Boston Borough Council 

Service/ Function: Planning 

Grade: 
 

Grade 3-6 (subject to career progression) 

Hours: 
 

37 

Reports to: 
 

Principal Planning Officers, Development Management Lead and Group 
Manager 

Liaison with:  
(e.g. Officers, Councillors, Town and 
Parish Councils, Partners) 

Wide range of internal and external parties and organisations – including 
professional bodies and those with limited knowledge of planning. Regular 
engagement with staff, councillors, town / parish councils. 
 

Resource 
Accountability 

Financial  N/A 

Direct Reports None 

Physical and 
Information  

Yes. 

Purpose of the job 

Now more than ever, Planning has the opportunity to play a significant and central role in what the Partnership 
delivers for the Councils, to support our people, our places and our economies. We have a key role in 
supporting and facilitating growth, enabling the right development to happen in the right areas as efficiently as 
possible. To facilitate this we must work closely with colleagues, fellow professionals, partners and 
stakeholders, seeking to find solutions as far as practicably possible.  
 
There is clear support for the service and an overwhelming understanding of the importance of what we do and 
the positive impact we have on our District and Borough. Equally, as an Partnership, this brings us a stronger 
position within Lincolnshire and the East Midlands and seeing us being recognised as areas where investment 
and growth can and should be supported. Bringing the team together as #OneTeam, should make us stronger, 
more resilient and over time see us transform in to a place where people enjoy working and make us attractive 
to those wishing to join the team. Combining a talented, driven and experienced team with a ‘can do’ attitude 
to succeed, we genuinely can be a highly performing team, which supports investment, growth, improvement 
of place and the wider objectives of the Councils. This is about providing a service which is fit for the future, not 
just for now.  
 
Planning Officers play an integral role in the efficient and effective work of the Development Management 
team. They are central to supporting the vision of the Partnership to support economic growth and housing 
delivery, as well as actively supporting the wider role of the department through efficient and effective service 
delivery. You will lead on and provide professional assistance in all aspects of Planning, with a focus on 
Development Management matters including the priority of determining planning applications of a range of 
types and scales. You will also have active involvement in the wider operation of the service including close 
working with support, enforcement and policy functions.  
 
You will undertake a wide variety of Development Management tasks and submission types, or spatial planning 
tasks as may be required. Your core focus will be on a varied caseload, utilising existing and improved skills to 
manage this caseload in an efficient and effective way, including from pre-application stage through to on-site 
delivery. You will seek to provide solutions to problems and try to epitomise the ‘art of the possible’. You will 



provide flexible caseload capacity within the service based on your experience, knowledge and skillset, 
combined with your knowledge of the Planning system. You will keep abreast of changes, and will assist in the 
provision of clear leadership of the team.  
 
You will prepare reports and recommendations, as well as presenting to the Planning Committee, and may be 
asked to ‘sign off’ decisions of less experienced officers through an agreed scope of delegated powers. You will 
play an active role in Appeal work, and represent the Council on a number of fronts. You will work closely with 
the Principal Planning Officers and others to ensure that wider departmental objectives are met. You will 
approach your work with rigour, being reliable, dependable and accountable for your actions. You will strive to 
provide excellent customer service, providing honest, professional and reliable advice to a range of 
stakeholders and customers.  
 
You will work closely partners within the service, including deputising for others as may be required, and will 
help to ensure delivery and department performance. You will exemplify the #OneTeam approach, working 
closely with colleagues from all areas of the service as appropriate to focus on outcomes, in particular you will 
establish links with other areas of the service such as Planning Support, Enforcement and Planning Policy, and 
also relationships with linked disciplines such as Economic Development to engender collaborative working 
based around positive outcomes.  
 
You will support and assist the operation of the service, deputising and providing flexible capacity as required. 
You will be keen to learn and develop, tackling new challenges head on with a positive and proactive mindset.  
 
 
 

Key accountabilities (include responsibility for service users)  

 
1. Evaluate, technically analyse and process planning submissions/applications (including pre-application and 
post-determination matters) - of a range of types and complexity based on knowledge and experience - in 
accordance with the Planning Acts, Local and National Policies and similar, in an efficient and effective manner 
including: 

• Assessing proposals against relevant policies and material considerations 

• Ensuring submissions meet all necessary statutory criteria and that associated processing –including 
consultation is undertaken correctly in accordance with Council procedures, national standards and 
legislation. 

• To conduct site inspections of each application to assess the merits of the proposal and to ensure that 
the application is advertised correctly in accordance with standard procedures. 

• To undertake negotiation with applicants, agents, and consultees as may be required. 

• To write reasoned and clear reports, including making recommendations to other staff, or Planning 
Committee as may be required in relation to decision-making on applications. 

• Consideration of matters at both the pre-application and post-determination stages (for example 
Appeals, condition discharge, S106 matters) relating to development proposals 

• Making best-use of planning-related software and technology to deliver efficient and effective outcomes 
in accordance with departmental processes in place at the time. 

• Undertake some authorisation of the work of other, or less experienced officers based on a scope to be 
agreed with Line Managers, based on experience and knowledge. 

 
2. Contribute to the development of and monitoring of the Local Plan, and other planning documents including:  

• Undertaking and assisting with the collection of and analysis of date and information to support evidence 
bases  

• Undertaking site visits where necessary  

• Developing policies and associated documents including development briefs  

• Managing and maintaining information and evidence provided by other stakeholders within the planning 
process – including management of data held in a variety of forms.  

• To assist with engagement and consultation exercises.  

 

• Providing advice to other stakeholders in relation to planning policy matters.  
• To undertake negotiation with applicants, agents, and consultees as may be required.  



• To write reasoned and clear reports, including making recommendations to other staff, or committees 
as may be required in relation to decision-making.  

 

 
3. To support the provision of the Planning Enforcement function including:  

• Investigation of breaches of statutory controls including the collation of evidence and monitoring  

• Preparation of written cases including making recommendations to other staff, or committees as may be 
required in relation to decision-making.  

• To support and assist with the serving of notices and progression of formal action as necessary.  

• To liaise with all stakeholders relating to the provision of the Planning Enforcement function.  
 
4. Managing a varied personal workload (which may be subject to change across various aspects of the Planning 
service generally) in the interests of positive personal performance, but also contributing positively to the overall 
performance of the service (including meeting performance indicators) in order to contribute positively towards 
creating conditions to support economic growth.  
 
5. Delivery of a seamless excellent development service to customers – including responding appropriately to 
customer/stakeholder queries related to planning matters through a range of media and methods of 
communication including written and oral.  
 
6. Assisting with or preparation of documents to support the Council’s position and evidence, for example within 
an Appeal, public inquiry, examinations in public and court hearings. 
 
7. Represent the service at Planning Committee, exhibitions, site inspections, in meetings with internal or 
external partners and stakeholders including either as a supporting or lead role based on knowledge and 
experience.  
 
8. Actively engaging in continuing professional development and continuous learning, and seeking to encourage 
the development of less experienced members of the team.  
 
9. To provide general administrative and technical support within the wider Planning service as may be necessary 
in the interests of service resilience, including deputising as may be required. To adopt a flexible and agile 
approach to service delivery.  
 
10. To support colleagues within the service, and contribute positively to the continued evolution and 
development of the service in the interests of excellent customer service and resource efficiency. To contribute 
positively to service improvement initiatives.  
 
11. To be professional and accountable in relation to all duties and contribute positively to the wider Planning 
team, and lead in the creation of a #OneTeam culture which is supportive of the Growth ambitions for the 
Partnership.  
 
12. To undertake such other duties as may be determined from time to time, within the general scope and 
commensurate with the grade of the post. Duties outside of the scope of the post may also be undertaken with 
the consent of the postholder.  
 
 

 

Knowledge and Skills (include interpersonal/ communication skills and physical and mental skills) 

This is a career graded post, with the ability to appoint at different levels within the salary grading based upon a 
combination of knowledge, experience, and competency. This approach is based upon the following objectives:  

• Allowing for staff development within Planning, as part of ‘grow your own’ culture  

• Rewarding staff who gain further experience and qualifications  

• Maintaining motivation and aiding staff retention – allowing opportunities for skills and experience 
development  

• Ability to provide a wide spectrum of professional experience  

• Flexibility and resilience in resource planning – opportunities to work across all areas of the Planning 
service.  



 
The post will be subject to a career progression plan which sets out where scale bars will be imposed to limit the 
salary banding. The post-holder will be expected to demonstrate compliance with the career progression plan to 
move through the salary banding.  

 
Key knowledge bars are: 

• Completion of a formal Planning qualification or equivalent 

• Eligibility for intermediate RTPI status (e.g. licentiate membership) 

• Eligibility for full RTPI membership 

• Extensive experience - including of complex Planning matters 

•  
In addition, the post-holder will have to demonstrate competency against the key requirements of a 
progression plan, thus the post-holder will be expected to be able to demonstrate increased skills and 
professionalism in the role as experience is gained and knowledge is increased. 
At the entry level (Scale 3) the requirements are set out below. 
There is a general expectation that as the knowledge, experience and competency of the post-holder is 
developed, the core skills of the post-holder will be developed and in consequence, the duties associated 
with the post may be increased to reflect this progression. 
Currently the next step beyond the maximum limits of this post would be in to Senior Planning Officer 
role – to which there is no automatic progression. 
Appointment and progression through the scheme will be dependent upon demonstration of adequate 
performance, and an appropriately graded post being available within the team. 
 

Knowledge and Skills 

PLEASE NOTE:  
The criteria listed within sections below are representative of the expectations relative to the entry level (Scale 
3) of the post.  
Essential: 

• Demonstrates a keen interest in planning 
generally and its objectives. 

• Demonstrates a willingness to learn and a 
commitment to continued personal development. 

• Able to demonstrate effective time management 
and delivers against agreed objectives. 

• Communicates clearly using straightforward 
language. 

• Excellent customer care skills. 

• Current driving licence 

• Experience of general office skills: letter writing, 
filing, photocopying, answering phones etc. 

• Experience of using information technology 
packages including: Microsoft Office e-mail and 
electronic document management. 

• Ability to work with limited supervision and uses 
initiative where possible. 

• Demonstrates ability to problem solve, to find 
answers to questions and reach conclusions 

• Ability to work quickly and accurately. 

• Willing to undertake further training. 

• A positive, ‘can do’ approach to work, finding 
solutions and demonstrates flexibility 

• Good communication skills - clear and effective 
communication methods to customers, staff, 
members and other stakeholders 

• Ability to use initiative to solve problems - 
analytical 

Desirable: 

• Previous experience of working within an 
administrative environment 

• Previous experience of working in a local 
government department 

• Basic knowledge of the planning system – 
including planning policy, and planning 
enforcement 

• Basic understanding of ‘permitted development’, 
householder development and/or tree works 
applications 

• Basic knowledge of local government procedures 
and practices. 

• Experience of using in-depth technology packages 
for example planning specific software and GIS 

• Ability to work unsupervised 

• Experience of dealing with the public 

• Ability to remain calm in pressurised situations. 

• Experience of communication in a variety of ways 
including effective report and letter writing. 

• Ability to interpret, analyse and apply complex 
legislative and regulatory requirements 

• Ability to assess new situations, identify risks and 
react appropriately whilst lone working. 

• Ability to work under pressure, meet deadlines 
and prioritize workloads in an ever changing 
environment, at times with little supervision 



• Ability to make judgements on the basis of 
available information and to advise customers 
accordingly 

• Excellent attention to detail  
• Good organisational and administrative skills with 

the ability to use own initiative 

• Motivated to provide an excellent service and 
continue development 

• Ability to work flexibly as and when necessary 

Educations/ Qualification 

Essential: 

 
• Relevant degree in planning or related discipline (or 

actively working towards), coupled with established 
knowledge of planning legislation and experience of 
working within Development Management including 
the handling of a varied caseload of applications  

• Able to demonstrate ongoing CPD.  
 

Desirable: 

 
• Eligible for or relevant Membership of 

the RTPI or similar. Ability to 
demonstrate actively working towards, 
including a desire to achieve Chartered 
Status or similar will also be considered.  

• Other relevant qualifications in similar 
professional disciplines such as Urban 
Design, Economics, Business 
Management, or Architecture.  

 

Physical/ Mental/ Emotional Demands 

There are limited physical demands associated with the post, the main physical aspects being office based duties 
and site visits.  
 
Mentally, the post requires a high degree of initiative and independence. In addition, the post holder will be 
required to make difficult, and challenging decisions. The post holder will have a high degree of responsibility for 
managing their own and the workloads of others, as well as dealing with a wide range of potential professional 
and staffing challenges. The post holder will therefore require an appropriate degree of personal resilience and 
mental capacity to deal with challenging situations. Support will be offered by the AD Planning, DM Lead and 
other colleagues.  
 
Occasionally emotional demands may be placed on the post holder as part of the requirement to support other 
staff in the service for example.  
 
The post holder may be required to work flexibly across the service to create flexible capacity and resilience, as 
well as deputising for others. This may also include an element of work outside of normal hours as required to 
attend relevant events and meetings including travel to and from. The post will however benefit from the 
Councils wider agile working and flexible working initiatives.  

Working Conditions 

The post holder may be required to work flexibly across the service to create flexible capacity and resilience, as 
well as deputising for others. This may also include an element of work outside of normal hours as required to 
attend relevant events and meetings including travel to and from. The post will however benefit from the 
Councils wider agile working and flexible working initiatives.  
 

General 

The job description is intended to serve as an indication of the character and general level of the post.  They 
activities are not in order of priority and they should not be considered as final or exclusive.  The list may be 
changed depending on the operational circumstances of the Councils. 
 
As an employee of Boston Borough Council you must comply with the Health and Safety policies and attend the 
compulsory Health & Safety training as and when requested. 
 
You will be required to undertake any necessary training to enable you to perform your duties effectively. 
 
There will be multiple policies and guidance you must adhere too as part of your employment contract. 
 



The job description is intended to serve as an indication of the character and general level of the post. They 
activities are not in order of priority and they should not be considered as final or exclusive. The list may be 
changed depending on the operational circumstances of the Councils.  
 
As an employee of Boston Borough Council or East Lindsey District Council you must comply with the Health and 
Safety policies and attend the compulsory Health & Safety training as and when requested.  
You will be required to undertake any necessary training to enable you to perform your duties effectively.  
Information security & data protection  
 
You will be required to make yourself aware of, and work within, the General Data Protection Policies. Employees 
must ensure that functions are delivered in a manner compliant with the requirements of the General Data 
Protection Regulation 2018 and any other legal or professional standards of confidentiality and propriety. 
Employees are individually responsible for any information in their care whether computerised  
or manual.  
 
Equal Opportunities  
The post holder must carry out his/ her duties with full regard to the Councils Equal Opportunities policy.  
 
Safeguarding  
It is everyone's responsibility and all employees are required to act in such a way that always safeguards the 
health and wellbeing of children and adults at risk. Familiarisation with, and adherence to, the appropriate 
organisational Safeguarding Policies and any associated guidance is an essential requirement of all employees as 
is participation in related mandatory/statutory training.  
 
Health and Safety  
The post holder must ensure that their duties are delivered in a manner compliant with corporate (and legal) 
health and safety policies and procedures. All employees must familiarise themselves with and comply with the 
organisations, and their departmental, health and safety policies including departmental procedures and safe 
systems at work.  
 
Conduct  
The public are entitled to expect the highest standards of conduct from all employees who work for Local 
Government and that their conduct should never be influenced by improper motives. Employees should always 
remember the responsibilities to the community they serve and ensure courteous, efficient and impartial service 
to all groups and individuals within the community. Employees are required to follow the Councils Contract 
Procedure rules and Financial Regulations in any financial transactions and other dealings on behalf of the 
Council. Employees should be aware of the content of the Code of Conduct and ensure that they always act 
within the Code.  
 
If the post holder does not understand how the above clauses affect them, they must ensure they seek 
clarification from their line manager as a matter of urgency. Equally, all managers have a responsibility to ensure 
that their team members understand their individual responsibilities regarding GDPR, Equal Opportunities, 
Health & Safety and Safeguarding.  

 

Job description created/ updated by Name: Abbie Marwood Date: 03/09/2025 

Job description agreed by 
 

Post Holder:    Date:  

 

 

 


