Appendix 1 - Job Description Template

	JOB DESCRIPTION


	Post Tile:


	Business Support and Development Co-ordinator (Planning and Building Standards)     

	Post Number:


	

	Grade:


	Grade 7     

	Service:


	Planning & Building Standards      

	Section:


	Planning      

	Responsible to:


	Planning Team Leader     

	Overall Purpose of the Job:



	To provide integrated GIS, digital systems, technical, and business support to Planning and Building Standards functions, ensuring an efficient and customer-focused service delivery. The postholder will support the development, administration, and continuous improvement of spatial data systems, digital business platforms, statutory processes, mapping services, and data management, while contributing to digital transformation and innovation, operational performance, and organisational objectives.


	Main Duties and Responsibilities 



	1.
	Develop, maintain, and support GIS, spatial data, digital business systems, and associated technical applications used within Planning and Building Standards.


	2.
	Administer and support systems including GIS products, IDOX product suite, document management systems, MS Teams and M365 platforms, corporate gazetteers, and associated digital applications and databases.


	3.
	Operate Development Management and Building Standards back-office systems, including data input, validation, registration, indexing, redaction, scanning, archiving, records management, and maintenance of statutory registers and related documentation.


	4.
	Assist in ensuring compliance with statutory procedures, deadlines, legislative requirements, and Council policies associated with Planning and Building Standards functions.


	5.
	Deliver mapping, cartographic, analytical, graphical, dashboard, and reporting solutions to support Planning and Building Standards functions, Regional Planning, regeneration projects, consultation exercises, Committee/ Board reporting, property services, and wider Council functions.

	6.
	Produce deed plans, lease plans, acquisition plans, title plans and any related mapping products for internal Services and other stakeholders where required.


	7.
	Develop and implement digital process improvements, workflow automation, system integrations, coding, templates, dashboards, and analytical reporting solutions to improve efficiency, data quality, customer experience and service performance.


	8.
	Produce, analyse, interpret, and present spatial, statistical, socio-economic, operational, financial, and performance data to support decision-making, statutory reporting, policy development, and business transformation initiatives.


	9.
	Provide technical advice, guidance, training, and support to staff, stakeholders, customers, and system users, communicating technical and legislative information clearly to both technical and non-technical audiences.


	10.


	Support customer service functions through engagement with applicants, agents, elected members, consultants, external organisations, and members of the public across multiple communication channels.


	11.
	Liaise with ICT services, software providers, partner organisations, contractors, and external agencies regarding system upgrades, maintenance, security, licensing, data standards, and digital service development.


	12.
	Assist with financial administration including purchasing, invoicing, receipting, payment processing, income reconciliation, licence management, and budget monitoring associated with service operations and digital systems.


	13.
	Contribute to preparation of Committee/ Board reports, consultation material, public-facing documents, graphics, publications and supporting documentation for service delivery activities.


	14.
	Support the development and continuous improvement of the Service’s public web pages to ensure they are up to date, fit for purpose and support and enhance customer experience.



	15.
	Work collaboratively across services and with external stakeholders to support continuous improvement, innovation, digital transformation, and effective service delivery.


	16.
	Undertake any other duties appropriate to the role as directed by management.


Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.
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