Career Grade Planner Progression Matrix

		
Tech Skills colour code:
All
DM
Policy
Enforcement 

	Career Grade Planner (Level 1) (Duration 1-2years)


	Education 
	Experience 
	Peer Group and Salary 

	A minimum qualification equivalent to NVQ level 3 or A level

	No experience
	(Level 1 Case and Field Worker) PGC9a - £27,634

	Have started studying towards or willing to start studying towards the Town Planning Assistant Level 4 qualification, to be eligible for Associate member of the Royal Town Planning Institute, (RTPI)

	No experience
	(Level 1 Case and Field Worker) PGC9a - £27,634

	Have started studying towards or willing to start studying towards the Town Planning Assistant Level 4 qualification, to be eligible for Associate 
member of the Royal Town Planning Institute, (RTPI)

	At least 3 years’ experience in a related field 
	(Level 1 Case and Field Worker) PGC9a - £27,634

	Key Skills and Experience 
	
	Signed Off

	
	· Ability to build customer relationships
· Experience in assessing routine situations and carrying out inspections if and when required 
· Ability to remain calm and confident when dealing with challenging customers and environments
· Ability to resolve routine issues by negotiation  
· Maintain accurate and up to date records  
· Demonstrate commitment and resilience to succeed
· Excellent written and verbal communication skills
· Ability to manage time effectively
·  Competent in using a range of technology and software packages, including Microsoft and Google
	




























	Main Purpose
	· Take ownership of customer cases, including consultation with relevant subject matter experts
· To escalate to the relevant expert as and when necessary
· Undertake site visits if/when required
	

	Key Responsibilities 
	· Deal with routine service requests, which may relate to a specific functional area across the organisation and/or externally
· Work within relevant legislation, prescribed policy, procedures and guidelines
· Escalate to technical colleagues when necessary 
· Ensure all relevant customer and company information is captured and recorded accurately
· Manage workload in order to meet the demands and targets within the function
· Carry out duties with discretion, integrity and maintain confidentiality

	

















	Technical Skills
	Small household applications 

Pre applications 

Presenting at committee

Duty officer

Researching using all available planning data

Helping in preparation of consultation processes, including preparing public exhibitions 

Investigating and progressing alleged breaches of planning control 

Undertaking research/monitoring and helping to maintain Local Plan databases. 

	



















	Career Grade Planner (Level 2) 
	
	

	A qualification in your area of expertise, equivalent to a degree

	At least five years’ experience in a related field 
	(Level 2 Case and Field Worker) PGI13 - £32,697

	Have started studying towards an appropriate Town Planning qualification (apprenticeship level 4, level 7, masters) accredited by the Royal Town Planning Institute (RTPI)

	At least 3 years’ experience in a related field
	(Level 2 Case and Field Worker) PGI13 - £32,697







	Purpose of this role 
	The purpose of this role is to:
●	Take ownership of customer cases, including consultation with relevant subject matter experts
●	Dealing with complex and / or specific service requests which may require  co-ordinating / combining responses and expertise from a number of subject matter experts
●	Undertake site visits if/when required 
●	Take ownership of complex or protracted cases and progress to resolution
	

	Key Responsibilities of this role 


	●	Deal with complex service requests, which may require detailed knowledge of a specific functional area across the organisation and/or externally
●	Manage and resolve a range of case work or investigations to conclusion using detailed knowledge of the subject area and work within relevant legislation, prescribed policy, procedures and guidelines
●	Consult with technical colleagues as required
●	Maintain an understanding of appropriate legislation, policy, procedure, business requirements and guidelines
●	Ensure all relevant customer and company information is captured and recorded accurately
●	Planning and prioritising workloads in order to meet agreed short term objectives
●	Carry out duties with discretion, integrity and maintain confidentiality
●	Understand and demonstrate commitment in delivering the key performance indicators within the function
●	Undertake any other duties as reasonably required to do so
	










































	Technical Skills 
	●	Working independently with all householder applications, single houses, barn conversions, industrial building extensions and CoU; and
●	Preparation of appeal statements and attendance at an informal hearings; or
●	Preparation of a report on new PPS or legislation; or
●	Presentation at seminars in respect of design issues, DC issues, new legislation etc.
●	Discontinuance action competence.
●	PACE and other specialist skills.
●	Taking responsibility for dealing with a particular enforcement caseload or issue e.g. Adverts, Untidy Land, Gypsies
●	Undertaking research and preparing reports and/or liaison with consultants.
●	Helping to organise consultation processes, including drafting consultation literature and correspondence.

Technical supervision  responsibilities for Technician 
	








































	
	
	



