GUILDFORD BOROUGH COUNCIL
JOB DESCRIPTION
POST TITLE:

Clerical Assistant

POST NUMBER:

Bx67

DEPARTMENT:

Environmental and Planning Services

DIVISION:


Development Group

LOCAL GRADE:

1/3

RESPONSIBLE TO:
Team Leader

Job Purpose
To assist in the provision of an efficient and effective administrative service both to the public and the professional staff within the Development Group .

Dimension
Each year the Development Group deals with about 1,800 planning applications, 1,750 building control applications, 5,000 searches and 93 appeals.   There are a continuous stream of enquiries from the general public, either in person, by telephone or by correspondence.   The Administration Section plays a major part in ensuring that these are dealt with quickly and efficiently and that a positive image of the Development Group is projected to the public.

Principal Accountabilities
1.
Processing of applications for planning permission, approval under the Building Regulations and similar types of application.   Work to include providing check sheets to Computer Operators as part of the processing system.

2.
Acknowledging receipt of applicants for planning permission and Building regulations approval, the vetting of those applications to ensure that they are properly submitted and accompanied by the correct fee where appropriate, having regard to legislation current at that time, including the handling of money and cheques accompanying such applications.

3.
Identifying relevant information on the application including the Development Plan notation, relevant Structure and Local Plan policies and proposals, the Parish and Ward boundary, application within Conservation Areas, Areas of Outstanding Natural Beauty and Green Belt.   Duties also to include the plotting, where necessary, of any application, in accordance of Section 34 of the Town and Country Planning Act.

4.
Identifying of adjoining residents and notifying same by letter of consultation and other routine letter writing along with the identifying of other consultees required under the current regulations.

5.
Checking accuracy of reports, plan lists and copy work against draft copies prior to compilation of agendas, checking decision notices both in respect of Planning Acts and Building Regulations and assisting in their despatch.

6.
Assisting with the typing of Committee reports where necessary, either using a typewriter, a word processor or a visual display unit, whichever is appropriate at that particular time, or as directed by the Senior Administrative Officer, and checking of such reports prior to compilation of the agendas.

7.
Assisting with the typing and checking of notices of decision, both in respect of Planning Acts and Building regulations, including assisting in their despatch.

8.
Assisting with the drafting of general letters of correspondence on either a typewriter, word processor or a visual display unit, including the drafting of certain letters as required from time to time in the course of normal duties.

9.
Checking that there are no outstanding consultations on planning applications, and where appropriate, that extensions of time to applications have been sought.

10.
The updating of Council's records from time to time to take account of Committee resolutions and decisions;  also collation of departmental statistical returns.

11.
Assisting with enquiries at the counter and also telephone enquiries with regard to applications for planning permission and applications under the Building Regulations, obtaining assistance from the Technical Officers on enquiries where necessary.

12.
Assisting with the Local Land Charges enquiries when required to do so.

13.
Assisting with the administration of the Appeals process liaising with the necessary bodies to ensure deadlines are met and statements despatched on time.

14.
Updating of Planning and Building Control file records, including card index system, giving details regarding the applications in terms of floorspace, land use, geographical coding, address reference coding, in order to assist in the monitoring of applications.

15.
Assisting in the microfilming of planning records and the use of microfilm, including the working of viewers and viewer printers.

16.
Assisting with the collection, receipting and banking of monies received both in the daily post and over the Counter.

17.
Assisting with the filing of correspondence and other documents.

18.
Assisting with sending off daily post, distributing officers copy letters and filing of duplicates.

19.
Assisting with in-coming post and entering that which require replies to in the Post Book and monitoring replies.

20.
Assisting with photocopying of correspondence and other documents.

Job Context
1. Regulations and procedures affecting planning applications and building control matters.

2. Council procedures and administrative arrangements.

3. During the course of your employment you will be required to maintain a record of all training and development undertaken.  All employees will be given encouragement from their Manager/Supervisor to develop their skills and knowledge to the benefit of themselves and the Council.

4. During the course of your employment you are required to follow the requirements and obligations of the Health and Safety at Work Act and the specific Health and Safety Policy and Guidelines produced by the Council.

5. During the course of your employment you are required to observe and follow both the spirit and specific obligations placed on all staff by the Council’s Equal Opportunities Policy.

6. Any other duties of a similar nature as may be requested by Management.

This Job Description is current as at the date shown below.  In consultation with you, it is liable to variation by Management to reflect or anticipate changes in or to the job.
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