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JOB DESCRIPTION

	 JOB DETAILS

	Post title:
	Technical Officer

	Post grade:
	D

	Directorate:
	Growth

	Section:
	Development Management

	Reporting to:
	Development Management Team Manager

	Line manager:
	No

	Date updated:
	September 2025

	

	MAIN PURPOSE OF JOB

	To ensure the efficient and accurate validation of planning applications in accordance with national and local requirements, enabling timely progression through the planning process. The Technical Officer acts as one of the first points of contact for applicants and agents, providing clear guidance on submission standards, identifying incomplete or non-compliant applications, and maintaining high levels of customer service and data integrity. The post also involves providing technical support to Development Management Officers, such as administrative tasks and carrying out site visits to display planning site notices.

	

	SPECIFIC DUTIES

	· Assess all incoming planning applications to ensure they meet national and local validation requirements.
· Check for completeness of forms, correct fees, accurate plans, and required supporting documents.
· Liaise with applicants and agents to resolve omissions or inaccuracies prior to registration.
· Maintain a clear audit trail of validation decisions and ensure timely progression to case officers.
· Provide accurate and consistent advice on straightforward planning matters, including permitted development rights, application procedures, and submission requirements.
· Respond to queries via telephone, email, and in person, ensuring a professional and customer-focused approach.
· Refer complex or policy-sensitive enquiries to senior officers or Development Management Officers as appropriate.
· Provide administrative and technical support throughout the lifecycle of planning applications.
· Assist with document management, consultation processes, and coordination of responses from statutory consultees.
· Help monitor deadlines and statutory timeframes to support timely decision-making.
· Undertake routine site visits to display statutory site notices in accordance with legal requirements.
· Ensure personal safety and professionalism when representing the council in the field.
· Input and maintain accurate records in the planning application management system.
· Upload plans, documents, and correspondence to the public-facing portal.
· Ensure compliance with data protection regulations and internal document handling protocols.
· Contribute to the continuous improvement of validation procedures and customer guidance materials.
· Work closely with Development Management Officers to identify and resolve recurring issues in submissions.
· Participate in team meetings, training sessions, and service reviews to support a high-performing planning service.
· Ensuring that services are delivered in compliance with existing and new Health and Safety legislation and the Council’s Health and Safety Policy, and ensuring that duties are pursued in a safe manner with due regard to the Health and Safety of yourself and others.
· To adhere to all Council Policy, in particular Equal Opportunities.
· To undertake any other duties properly assigned from time to time by the Director of Growth or Development Management Team Managers which are appropriate to the grade and character of the post.
· To undertake any other duties properly assigned by the Director of Growth or Development Management Team Managers and to be committed to supporting the creation of a customer focus point within the Council whilst achieving excellence throughout this authority.
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	KEY WORKING RELATIONSHIPS

	· Development Management & Support Teams
· Planning Policy
· Finance Team
· One Legal Services & Planning Solicitors
· Community Development Team / Community and Place Development Officers
· Corporate Services


	

	RESOURCES

	The post holder will have access to confidential information such as personal details and financial appraisals as part of planning applications. This information must be handled in accordance with GDPR requirements.


	

	PHYSICAL DEMANDS

	· Expected to work within the office environment with some lone working from home.
· Sitting for prolonged periods of time 
· Ability to carry out site visits to all areas of the Borough
· A driving licence is required. Tewkesbury Borough Council provide access to pool cars


	

	MENTAL DEMANDS

	· Dealing with large amounts of data whilst being under pressure.
· Self-motivated and able to see tasks through to a successful conclusion.
· Organising and manage own workload including meeting challenging deadlines where necessary.
· Proactive and able to develop positive working relationships with colleagues, working as part of a team.
· Working flexibly and to tight deadlines.
· Maintain confidentiality in accordance with current data protection legislation.
· Dealing with difficult customers and confrontation, on the phone and in correspondence.
· Adapting to change
· Customer focused, responsive and co-operative with customers and looks for innovative ways of improving service delivery.


	

	WORKING ENVIRONMENT

	· The role would entail a mix of working from the office, from home and occasionally visiting sites to post notices at all times of the year through varying weather.
· Compliance with site visit procedures in relation to planning to ensure safe site working, e.g. completing site visit calendars, using buddy system etc


	

	ALL STAFF RESPONSIBILITIES

	To adhere to all Council Policies, in particular Equal Opportunities.

To undertake any other duties properly assigned from time to time by your line manager which are appropriate to the grade and character of the post.

To be committed to the principles of equality, diversity and the ability to treat everyone who you come in contact with dignity and respect.

Tewkesbury Borough Council is committed to the principles of safeguarding and promoting the welfare of all children, young people and vulnerable adults; therefore, all employees have a responsibility and duty of care to report safeguarding issues they become aware of or witness.


	

	HEALTH AND SAFETY

	Ensuring that services are delivered in compliance with existing and new Health and Safety legislation and the Council’s Health and Safety Policy and ensuring that duties are pursued in a safe manner with due regard to the Health and Safety of yourself and others.


	

	PERSON SPECIFICATION

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Educated to GCSE Level or 
equivalent (including Math’s and 
English to Grade C/ level 4 or 
above or equivalent) A Minimum of 5 qualifications at this level.
	☒	☐	Application Form

	Educational attainments to A - level or equivalent.
	☐	☒	Application Form

	Qualification in Planning.
	☐	☒	Application Form

	Full UK driving license.
	☒	☐	Application Form

	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Experience of working in a planning sector/environment.
	☒	☐	Application Form and Interview

	Understanding of planning legislation and procedures (especially permitted development)
	☒	☐	Application Form and Interview

	Maintaining electronic filing, recording or monitoring systems.
	☒	☐	Application Form and Interview

	Experience of providing technical planning advice
	☐	☒	Application Form and Interview

	Experience of working in an 
environment requiring 
interaction with the public.
	☒	☐	Application Form and Interview

	Experience using Uniform & Idox systems.
	☐	☒	Application Form and Interview

	SKILLS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Proficient in the use of IT 
including competency at using 
MS packages (word, PowerPoint, excel and Teams).
	☒	☐	Application Form and Interview

	Ability to follow instructions and procedures.
	☒	☐	Application Form and Interview

	Excellent communication skills.
	☒	☐	Application Form and Interview

	Excellent organisational skills.
	☒	☐	Application Form and Interview

	Attention to detail and ability to be accurate.
	☒	☐	Application Form and Interview

	Ability to manage own workload effectively and work independently.
	☒	☐	Application Form and Interview

	Demonstrates numeracy skills.
	☒	☐	Application Form and Interview

	Ability to read maps/plans
	☒	☐	Application Form and Interview

	BEHAVIOURS / ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Committed to undertaking further training to develop appropriate skills and knowledge.
	☒	☐	Application Form and Interview

	Self-motivated and willing to 
use own initiative.
	☒	☐	Application Form and Interview

	Committed to working for an 
employer that values diversity 
and equality of opportunity.
	☒	☐	Application Form and Interview

	Friendly, approachable manner who can work well with other people.
	☒	☐	Application Form and Interview

	Willing to suggest new ideas  and promote innovative solutions.
	☒	☐	Application Form and Interview
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