GUILDFORD BOROUGH COUNCIL

JOB DESCRIPTION

POST TITLE:

Senior Planner

POST NUMBER:

By72
DEPARTMENT:

Environmental and Planning Services

DIVISION:


Environmental and Planning Services

LOCAL GRADE:

A

RESPONSIBLE TO: 
Projects and Conservation Manager

CAR STATUS:

Casual Car User

JOB SUMMARY

To assist in delivering a programme of planning and environmental projects and actions in Guildford Borough which will physically and visually enhance the public realm, improve safety, and include community involvement, in accordance with the Council's strategic priorities.

OUTLINE OF DUTIES
1.
To prepare and manage implementation of environmental improvement projects, including community participation.  To include contributing to the management of budgets, tenders and contracts.

2.
To provide urban design and policy advice for the Council's own projects and those submitted by external applicants. 

3.
To assist in the line management of junior officers within the Projects and Conservation team as required.

4.
To source external funding opportunities for projects within the team.

5.
To seek and develop innovative ways to engage the local community in environmental issues.

6.
To carry out such other work as may be required by the Projects and Conservation Manager.

7.
You are responsible for ensuring that all staff, who report to you, are given equality of access to training and development opportunities in accordance with the Council’s Training and Development Policy.

8.
Specifically, you will need to agree Training and Development Plans with all employees and evaluate with the employee all training and development activity undertaken.

9.
You are required to contribute to the safe working environment of employees, public and contractors by ensuring that health and safety is effectively planned, organised, controlled and monitored within the scope of your responsibilities and to seek appropriate specialist advice from the Safety Officer.  The Council’s responsibilities are set out in the Manager’s Handbook and other Guidelines issued by the Council. 

10.
You are responsible for ensuring that the spirit and specific obligations placed on all staff by the Council’s Equal Opportunities Policy are met by staff for whom you are responsible.  Where you are aware of potential breaches to this Policy then you must either, take action directly or seek advice from the Borough Personnel Officer.

11.
In addition to informal review of staff performance, which takes place as part of the day-to-day management, you are required to carry out two formal Appraisal and Development meetings with every member of staff.  These should be carried out in accordance with the Council’s agreed Schemes.

12.
The Council is committed to communicating effectively with all employees and you are responsible for ensuring that a broad range of communication methods are used and that no staff are omitted from this process.

13.
As a Manager/Supervisor you are responsible, in the first instance, for the welfare of your staff whilst at work.  Changes in an employee’s performance, attitude, attendance etc should be raised confidentially with the employee and action, as necessary, agreed.

14.
You should be aware of the sickness records of all staff for whom you are responsible and be involved in the Council’s sickness reporting procedures when staff are absent.

15.
All employees will have a part to play in Best Value and you are responsible for ensuring that they are fully involved in the process for your Section.  You will be required, both informally and formally, through the Staff Appraisal and Development Scheme, to communicate key information.

16.
You are also responsible for ensuring that your staff are fully aware of Performance Indicators that are pertinent to your Section.

17.
As a Manager/Supervisor you are responsible for ensuring that the requirements of Investors in People, whether part of training and development or appraisal and development, are carried out for all the staff who report to you.

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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