


[bookmark: _GoBack]Business Support Assistant (Planning & Regeneration)
Grade: 3

37 hour week, Monday to Friday, in accordance with the Council’s scheme of flexible working hours

Who are we looking for?

We are looking for someone to join our Business Support team within the Development Management section who provide administrative support to Planning & Regeneration Service.
You should have experience of working with a wider range of customers be able to demonstrate a commitment to excellent customer service coupled with a positive attitude to resolve problems.  
Strong communication and interpersonal skills are essential.
What is the role? 

This role will involve the receipt and processing of the registration of planning applications and decisions, including relevant planning fees.

You will prepare correspondence, detailed reports and agendas, tabular and other information to a high degree of accuracy.

You will receive and process enquiries received from Elected Members, officers, developers, planning agents and the general public.

You will arrange meetings and assist with minute taking at Service and other meetings.

You will maintain administrative and planning records, filing, retrieval, scanning and photocopying of information and documents as required, including those relating to Performance Indicators.

You will provide general administrative support for the various Teams of the Service as required.

You will use the available PC based technology for the purposes of:
· registering and processing of planning applications and decision notices and running and circulating weekly lists.

· updating the Council’s website with planning application details, including scanning, redaction and uploading of data.

· assisting Local Land Charges section with Local Search information and responses.

You will provide a good level of customer care to all stakeholders.

Who is the person?

We are looking for somebody who:

1. Has knowledge of Uniform database or similar and electronic Document Management Systems, Geographical Information Systems

2. Has a good level of IT skills including the use of Microsoft Office applications 

3. Has a good standard of numeracy and literacy skills including accuracy and attention to detail.

4. Has experience in dealing with members of the public, including dealing with challenging customers, and able to demonstrate diplomacy

5. Has good interpersonal and team working skills and has experience of working in a front line service.

6. Able to their use own initiative and be self motivated

7. Able to work independently without constant supervision

8. Is proactive & highly motivated with the ability to work quickly, accurately and consistently when under pressure.

9. Flexible and adaptable

10. Is committed to equal opportunities 

There may also be a need to work outside normal working hours.





	
