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Job 

Description 

 
 

Post Title:  Senior Technical Officer  
 
Grade:   7   

 
Section:   Development Management Services  
 
Responsible To:  Planning Manager (Development Management) 
 
Date Prepared:   October 2021 
 
 

Job Purpose and Work Objectives 
 

 To display and promote customer service excellence in all work areas, identifying 
opportunities to enhance and improve service delivery and promote customer first values.  
Ensure an effective and responsive planning support service is in place at all times that 
responds positively to customer, Officer and elected Member needs. 
 

 Ensure that at all times that regulations and Council policies in relation to information 
governance and data protection are followed in the planning administration team and that 
any data sources cited or shared with third parties strictly adheres to these rules.  
 

 To ensure that planning applications, planning appeal packs and committee reports are 
processed in a timely manner including inputting data accurately on the planning IT system, 
GIS mapping and any other corporate systems as required.  Responsible for the quality 
and accuracy of the public-facing documents and records held within these systems. 
 

 To assist with the implementation and ongoing management of systems to accurately 
monitor developer contributions, including s106 planning obligation and CIL payments to 
ensure that the Council maintains accurate records at all times, and is robust in collecting 
and enforcing payments where agreed trigger points are met (as set out in legal 
documentation).   
  

 To assist in the effective monitoring and performance management of the Development 
Management team by coordinating and preparing monitoring and technical data, including; 
statutory monitoring returns (PS1/2), annual monitoring report, financial information 
associated with budget monitoring, internal performance indicators (Performance and 
Delivery reports), and providing monthly analysis of individual Officer performance to line 
managers. 

 
Service Specific Responsibilities 
 

 To work with all key partners, including Members and Parish Councils, to review how they 
interact with the Planning Services and ensure that the team delivers its services in a 
customer friendly way, maximising all opportunities for promoting self-serve and paperless 
working. 
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 Line management of the Support Officers, including; preparing work programmes for 
members of staff through 121s and appraisals, making day to day decisions on work 
priorities and ensuring appropriate office cover is in place at all times.  
 

 To collate service performance data for Progress & Delivery reporting, and for Government 
statutory returns (‘PS1/PS2 forms’) 
 

 To be the primary lead for administering all planning appeal related work, liaising directly 
with the Planning Case Officer, Planning Inspectorate and Appellants as required to 
organise and administer appeals against the refusal of planning permission, plus prepare 
all appeal paperwork and support DM Officers in the coordination of appeal hearings or 
inquiries.  

 

 Respond to customer enquiries received by the planning team in all formats, supporting 
customers in the validation of a planning application, and responding to FOI and EIR 
requests received by the section. 

 

 Provide administrative support to the Developer Contributions Officer and DM Officers to 
monitor and expedite completion of new s106 legal agreements.   

 

 To act as the section’s ‘Customer Champion’, attending multi-team working groups, 
undertaking further training and development to enhance personal understanding in this 
area, identifying and implementing service improvements arising from customer feedback 
and ensuring that all aspects of your own work reflect excellent customer service 
standards.  

 

 Lead officer for monitoring planning permissions and housing completions in all village 
settlements in West Lindsey (Central Lincolnshire Local Plan – policy LP4 village growth), 
plus supporting other monitoring functions including brownfield land and affordable 
housing. Ensure that this is carried out consistently, including undertaking site visits to 
maintain accurate records, and that up-to-date data is available in a clear format to 
Development Management Officers at all times, and available online. 
 

 Provide support to manage the validation and support section and delivering service 
changes and improvements, analysing business needs (both IT systems used and 
operational needs). Ensure that team members and customers are engaged with 
effectively on any service changes introduced. 

 

 Take and process planning application payments from agents and the general public. 
 

 To manage and develop the planning parts of the Council’s website to ensure that it 
supports and promotes the Council’s ‘self-service’ principles. 

 

 Ensure that agreed performance levels for productivity, response times, decision rates and 
quality of decisions and overall levels of customer care are achieved. 

 

 To keep up to date with any changes in legislation affecting the processing of planning 
applications including the implementation and management of any required system 
changes. 
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 To carry out effective marketing, promotion and development of the Development 
Management service including any additional services that may generate income for the 
authority, for example pre-application advice. 

 

   To act as the service lead for liason with the IT section, in respect of requests and changes; 
and general administration of IT systems and other enabling technology. 

 
 
Corporate Management Framework 
 
The post holder is required to be proficient in all areas within Level Two of the Council’s Behaviour 
Framework. 
 
The Council is committed to safeguarding and promoting the welfare of children, young people 
and vulnerable adults and expect all their entire staff share this commitment. As part of this 
commitment all staff will attend a safeguarding briefing as part of their induction and be expected 
to familiarise yourself with the safeguarding policy. 
 
Generic Competencies 
 
The post holder is required to be proficient in all areas within Level Two and Three of the Council’s 
Competency Framework. 
 
 
Understanding and Promoting Core Values and Behaviours 
 
In fulfilment of the role, the post holder will be expected to be aware of, take account of and 
demonstrate the Council’s agreed core values and behaviours. 
 
 
Working corporately and with partners. 
 
Where necessary, to assist and actively contribute to the development and delivery of corporate or 
partnership projects/initiatives. 
 
 
Consistent approach - working to the agreed codes of practice. 
 
Where applicable, the post holder will be required to work in line with agreed Codes of Practice 
 
 
Health and safety, regulatory and legal 
 

 To understand the legal and regulatory framework in which the role will operate and work 
within it.  
 

 To give due consideration to health and safety in the carrying out of duties. 
 
 
 
 
Signed:                                                           Dated:  
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If you require this Job Description in another format 
eg large print, please contact Customer Services on 
01427 676676, by email customer.relations@west-
lindsey.gov.uk or by asking any of the Customer 
Services staff. 

 
Note:  This job description outlines the main duties and responsibilities of the position and is 
designed for the benefit of both the post holder and the Council in understanding the prime functions 
of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and 
responsibilities associated with and covered by the grading of the post. 
 
Management has the right to vary the duties after consultation with you. 
 

mailto:customer.relations@west-lindsey.gov.uk
mailto:customer.relations@west-lindsey.gov.uk

