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Role Profile


	Role Details


	Job Title
	Enforcement Officer
1036QRP
	 Service  
	Development Applications

	Directorate
	Place, Neighbourhood & Corporate Assets
	Reporting to
	Team Leader – Planning

	Grade  
	7  
 
	Hours
	35 hours per week 
 

	Work Location
	Southbank House  


Role Purpose 
· Responsible for the effective monitoring and enforcement of all forms of planning, and related, applications and non-authorised development and engineering operations and correspondence, including general planning advice to interested parties.

· Ensure the effective regulation and control of all development in order to meet the Council’s statutory obligations and policies and Scottish Government guidance in order to maintain the integrity of planning control and the highest quality of amenity and environment in order to meet stakeholder expectations and long term public interest. 
· Engage with other members of the Development Applications service, and other Town and Country Planning related teams, in fulfilling the above responsibilities in providing excellent customer service and meeting performance targets, and liaise with other members of the development applications team to provide a cohesive, consistent and comprehensive approach to Members, developers and the public.

· Contribute to and implement the Service/ Business and Improvement plans for the Development Applications service and Place, Neighbourhood & Corporate Assets which supports and encourages the continuous improvement of service delivery and performance of the Development Applications service.   

· Support the performance of the Development Applications service through a culture of team work and flexibility, contributing to the overall success of the Council.
· Work to continuously improve service delivery and performance of the Development Applications service.
Role Accountabilities & Key Activities
Service Accountability
· Responsible for ensuring that statutory and other internally agreed qualitative and quantitative performance systems and targets for responding to enquiries and complaints are met, and actions dealt with,  in order to meet stakeholder and public expectations whilst balancing customer needs and expectations with other organisational demands.
· Accountable for enforcement action with regard to development under the planning system to bring unauthorised development or breach of planning permission under control in an appropriate, speedy, efficient and effective manner.

· Represent the Council and be accountable for providing specialist/ professional/ technical input and advice to stakeholders, management and Council relating to Planning and enforcement functions and the implementation and monitoring of legislation in order to meet statutory obligations and protect the public interest.  
· Assist in the management of resources to ensure maximum flexibility and productivity through contribution to the identification and rectification of productivity issues and other problem areas across the team. 
· Responsible for maintaining an awareness of legislative and practice changes in order to maintain maximum effectiveness and efficiency in the role  
· Co-operate with and support others within the Development Applications service and within Place, Neighbourhood & Corporate Assets and other teams involved in the Town and Country Planning process through mutual assistance, sharing knowledge, experience and best practice.
· Responsible for ensuring that the very best levels of performance targets are met in accordance with the Planning Charter and Scottish Government targets.
· Contribute to the achievement and attainment of quality and performance standards, monitoring on an ongoing basis to identify effective improvements that focus on maximising customer satisfaction and benefit internal ways of working.
· Contribute to customer engagement strategies and participate in stakeholder forums in order to improve service delivery and customer satisfaction.
· Lead and assist on matters of direct action, including the procurement and oversight of contractors. 
Professional Advice
· Develop awareness of and expertise in specialist areas of Town and Country Planning and its application, to maximise the team’s effectiveness

· Develop relationships with specialist partners and develop sources of information in specialist areas of Town and Country Planning and its application to improve effectiveness

· Provide advice, guidance and leadership in specialist areas of Town and Country Planning and its application to the Development Applications Team,  Place, Neighbourhood & Corporate Assets and other teams involved in Town and Country Planning to enhance and improve the performance of the organisation
Compliance

· Investigate and assess alleged breaches of planning control in accordance with current legislation and policy, implementing changes as they are introduced in order to discharge the Council’s enforcement requirements and responsibilities effectively.
· Responsible for ensuring that all work is undertaken in accordance with statutory requirements, national policy and guidance and the Council’s own plans, policies and guidance and that adopted procedures are followed at all times in order to ensure consistency.
· Responsible for ensuring that advice is given and decisions are taken on a consistent and accurate basis and that all necessary records and registers are accurate, consistent, complete and up to date in order to deliver certainty for customers and public and ensure transparency, and that improvements and changes are fully implemented and effectively communicated to all stakeholders and public.

· Assist in achieving compliance with planning conditions, Legal Agreements, Notices of Initiation to ensure the highest level of stakeholder expectations are achieved and developer obligations are met.

· Represent the Planning Service where delegated including attending Planning Board and at Site Visits.
· Responsible for  the Service’s position at hearings and inquiries, including preparing any necessary reports for Planning Board, public inquiry or court proceedings, etc
· Responsible for the collection, analysis and interpretation of data, including witness statements, in relation to breaches of planning and similar.
· Responsible for the serving of legal notices and submissions to procurator fiscal as well as leading on court cases in relation to planning, and similar, enforcement cases
· Engage in service activities; apply working methods and consistency of approach within the Enforcement Team and in liaison with associated service teams Place, Neighbourhood & Corporate Assets to ensure consistent and effective service provision and operational planning. 
Customer Service Delivery 

· Deliver a high quality service by focusing on the individual needs and concerns of the customer.

· Take account of customer perspectives and expectations in continuous improvements to service delivery.  

· Build and develop strong relationships with stakeholders to enhance the customer service delivery and experience.

· Ensure ongoing customer feedback is considered whilst balancing customer needs and expectations with other organisational demands. 

· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation
Team Working & Relationships
· Foster strong working relationships inside and outside the team to achieve common goals and objectives.

· Co-operate with and support others within the Development Applications team through sharing knowledge, experience and best practice.

· Build good working relationships within the Development Applications team by offering advice, encouragement and assistance to team members, promoting loyalty to members of team and team decisions.

· Gain commitment from others by consulting and involving them through a partnership focus. 

Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.
Best Value 
· Contribute to the performance of the team by achieving objectives in line with Service Level Agreements ensuring that maximum benefit is derived from the service provided.

Best Practice
· Contribute to an environment in which the energy and enthusiasm of the team is harnessed and the generation of ideas for improving working practices becomes an accepted responsibility at all levels.

· Adopt a proactive role in sharing best practice between and across the Development Applications team to ensure that customers benefit from a team that adopts a best practice approach.

· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.

· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives.

Context 
	Location:


	In line with the contractual terms for East Dunbartonshire Council employees: 

· Normal work base will be Southbank House

	Mobility:

  
	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.


	Terms & Conditions Applicable to the Role:


	LGE
	(


	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(


	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

 
	35 hours
	(


	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	9am
	9am
	9am
	9am
	9am
	
	

	
	Finish Time
	5pm
	5pm
	5pm
	5pm
	5pm
	
	

	
	Unpaid Break 
	1hr
	1hr
	1hr
	1hr
	1hr
	
	

	
	Total Daily Hours 
	7hrs
	7hrs
	7hrs
	7hrs
	7hrs
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(


	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	(


	
	If ‘yes’ please give details 
	To meet the needs of the Service (eg site monitoring, attending meetings)

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	(


	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(


	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(


	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(


	Disclosure:


	Basic
	(


	Criminal Convictions:


	No

	Proper Officer:


	No

	Politically Restricted:


	No


Key Relationships

· As a member of the Planning Team, the role has accountability for the delivery of the Planning Team objectives.
· The role will work flexibly with other team members to share best practice and where appropriate, share resources to achieve service level and Council priorities

· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Team Leader Planning. 
· The role interacts with applicants and their agents, elected members, interested parties, colleagues in other planning authorities, other Council Services, consultees, including the Scottish Government, police service and other legal agencies.

· Given the nature of the role, key relationships will include:

Frequent contact with Managers and employees.

Regular contact with elected members.

Frequent contact with applicants, agents, interested parties, consultees and other council services

Frequent contact with members of the public, community groups and external stakeholders.

Contact with internal and external agencies, services and contractors.
Personal Specification  
	Personal Specification
	Essential (must have)
	Desirable (would like to have)



	KNOWLEDGE
	· Understanding of the roles and responsibilities of stakeholders.

· Knowledge of changing legislative environment.

· Understanding of the development process. 
· Demonstrable knowledge of the planning enforcement process and procedures
· Ability to investigate complex and/or sensitive cases, produce recommendations and pursue appropriate actions.

· Good knowledge and understanding of planning and associated statute, policy, guidance and case law.

· Awareness of political pressures and processes.

· Organisational awareness and knowledge of internal and external drivers

· Practical application of knowledge across the key areas of the role

	· Understanding of business drivers and external environment


	SKILLS
	· Ability to simultaneously manage a large and varied caseload and multiple enforcement processes

· Self-management ability.

· Ability to meet deadlines whilst maintaining a consistent and high standard of work.

· Ability to investigate complex cases, produce recommendations and pursue appropriate actions. Ability to assess complex enforcement application, balance responses and all material considerations, produce reports and legal notices and recommend appropriate outcomes.

· Ability to negotiate and influence outcomes of  development proposals
· Ability to read and interpret construction plans and specifications and relate to site inspection.
· Team working & team building skills.

· Numeracy, diagnostic, analytical and advisory skills

· Written and verbal communication skills and ability to tailor communication depending on audience 

· Influencing and negotiation skills

· Facilitation and coaching skills

· ICT and data management skills


	· Demonstrable influencing and resolution skills.



	EXPERIENCE


	· Good working knowledge of the planning and enforcement process.


	· Experience of planning applications, appeals and public inquiries.
· Experience of planning enforcement work.
· Broad generalist knowledge across all disciplines gained through experience
· Experience with working within a Local Authority


	EDUCATION/

TRAINING

 
	· Degree or similar formal higher educational qualification in planning enforcement or similar related to the subject.

	· Qualifications in areas of specialised planning work.
· Degree in Town and Country Planning (or similar)

	PERSONAL QUALITIES
	· Ability to manage a range of different situations and stakeholder relationships.

· Carry out role with credibility and professionalism 

· Client and service delivery orientation

· Ability to work on own initiative whilst balancing team, service and corporate responsibilities

· Planning, organising and prioritising work requirements

· can-do attitude 

· Self-motivated, flexible and adaptable

· Approachable - customer focused 

· Team player 

· Ability to work under pressure to deliver positive results

· Inclusive and respectful


	· Pragmatism and a high achievement drive
· Credibility in order to influence and effectively manage relationships.

· Strong customer orientation

	DRIVING LICENCE

 
	· Full Driving Licence
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Role Profile: Enforcement Officer: 

Land Planning & Development
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