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Job Description

	Directorate:
	Education

	Service:
	School Place Planning

	Location:
	County Hall/Hybrid

	Salary range:
	£28,142- £32.061
	Grade: 
	
6

	Reports to:
	School Place Planning Housing Principal
	Staff responsible for:
	



	Job purpose and scope

	This post is part of the school place planning team and is responsible for engaging with local district planning authorities and their officers to support the School Place Planning Principal (Housing) in coordinating Education representation for Local Plans to ensure appropriate mitigation of community infrastructure in response to housing growth/development in line with relevant legislative frameworks, such as the Town and Country Planning Act and Education Act 2004.



	Performance Indicators

	· Undertake regular administrative checks of housing processes to ensure the council remains updated and an active participant in education infrastructure needs.
· Provides education response in line with consultation periods.
· Supports in the preparation of analysis of need within local planning area.
· Support in the response to identified developments in each planning area within defined timescales.
· Contributes to the monitoring of planning applications through to approval.
· Complete assessments in line with planning stages for approval by the Housing Officer.
· Monitor occupations to access requirements for reassessment and or payment triggers.
· Record receipt of contributions secured.
· Maintain the monitoring spreadsheet to ensure accuracy when recording monitor clawback dates for developer contributions.
· Contribution to the drafting of key statutory documents in line with current legislation and guidance.
· To promote positive links with associate officers in each district and maintain open two-way dialogue in relation to planning activities.




	The Lancashire Mindset

	[image: ]
Here at Lancashire County Council, we are helping to make Lancashire the best place to live, work, visit, and prosper. To help us achieve this, we have introduced the Lancashire Mindset: Growth, Ownership, Optimism, and Positive Impact. Adopting this mindset across the entire organisation not only brings our values to life but also emphasises the collective commitment to delivering the best for the people of Lancashire. 

The Lancashire Mindset serves as a guiding force for a culture rooted in growth, ownership, optimism, and the commitment to making a meaningful positive impact.




	Accountabilities/Responsibilities

	· To contribute to the preparation of evidence in respect of planning enquiries.
· To monitor district planning portals and respond to housing applications above 10 dwellings, and or where there are smaller developments that would have a cumulative impact on the area.
· To assess and provide a written response to relevant housing applications, in relation to the potential impact on education provision and request financial contributions from housing developers towards additional school places.
· To record section106 triggers on the monitoring spreadsheet and report findings to the Housing Officer.
· To support and provide general housing information to the Housing Principal and or School Place Planning Manager on request.
· To prepare information for provision of the school place planning sufficiency officers to ensure that they are informed on housing infrastructure information that impacts their pupil planning areas to ensure appropriate mitigation is sought where appropriate from the districts/developers.
· Support in the collation of data for statutory returns such as the Infrastructure Funding Statement.
· To support in the collation of data and evidence for quarterly updates in line with Service Plan objectives.
· Regularly communicate with other agencies and service providers to share information, build working relationship and to ensure joined up service provision. 
· Contribute suggestions for improvements to current working methods for service delivery.
· To manage time and ensure work priorities meet desired timelines




	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

· Safeguarding Commitment
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

· Skills Pledge
We are committed to developing the skills of our workforce. All employees will be supported to work towards a level 2 qualification in literacy and numeracy if they do not have one already.




	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




Person Specification

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	· Possession of a relevant qualification and or the ability to demonstrate the relevant skills and attributes for a technical administrative role supporting strategic foresight for future education sufficiency across the county through the monitoring and response to housing growth.

	Experience 

	· Experience of working with relevant specialised systems, equipment and/or IT or be able to demonstrate the ability to carry out the role.
· Administration experience within a large organisation and across a wide range of stakeholders with competing interests.
· Understanding and awareness of legislative frameworks and guidance relating to housing and school organisation. 
· Working with large data sets.
· Contributing to public facing documents.
· Ability to prioritise competing tasks in an efficient manner whilst retaining quality in output.


	Essential knowledge, skills & abilities

	· To understand legislative documents and how these contribute to work practice.
· To have an awareness of the Education Act.
· To have an awareness of the Town and Planning Act.
· To have strong interpersonal skills and ability to foster positive working relationships across a range of key stakeholders.
· To hold strong IT and analytical skills with robust working knowledge of Microsoft Office suite.
· Strong organisational and analytical skills with the ability to work to demanding deadlines.

	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.

	· This is an essential car user post*
You will be required to provide a car for use in connection with the duties of this post and must be insured for business use. In certain circumstances consideration may be given to applicants who, as a consequence of a disability, are unable to drive
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