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 Job description
	Planning Officer

	Immediate team
	Planning Policy 

	Service team
	Policy and Programmes

	Line manager’s job title
	Principal Planning Policy Officer

	Number of direct reports
	0

	Salary and grade 
	£33,565 - £46,402 per year, Grade 4-5*

	Duration of role
	Fixed term for up to 12 months

	Hours per week
	37

	Location
	The designated office base is Abbey House, Abingdon. The councils operate in a truly flexible and hybrid way where the focus is on outcomes, not where you work.

	Employing council
	South Oxfordshire District Council

	Probationary period
	Six months

	Notice period
	One month 

	Annualised hours apply
	Yes

	DBS check required
	No

	Date job description updated
	September 2025


	About the role and what we’re looking for

	Do you enjoy working in a varied, fast-paced environment? Are you interested in place-making and shaping the future of districts? An opportunity has arisen for a dynamic and enthusiastic candidate with a keen interest in planning. We are looking for an ambitious Planning Officer, committed to good place-making and high-quality customer service. The role will offer a diverse and interesting range of tasks to get involved in, as well as opportunities to develop professionally.

The successful applicant for this role will join the councils at an important time to help deliver the work of the Policy team, working with a team of over 20 professionals. We are two positive local authorities to work for, seeking to develop innovative approaches and deliver best practice policies.

You can expect to assist in topics or sections of the Local Plan and evidence base, work with our neighbouring authorities on cross-boundary matters, support public consultations, assist with plan monitoring and support a wide range of other activities engaged with by the team. It’s an opportunity to help shape tomorrow in a beautiful, vibrant part of the world.

If you think you are ready to grow and develop your skills in a stimulating and rewarding role within a friendly Planning Policy team, please do apply.

Main duties and responsibilities
· Assist in the production of the Local Plan.

· Assist in the carrying out of research into a variety of topics as part of the work on the preparation of the Local Plan and other policy documents.

· Assist in the writing of briefs for consultants and in managing their contracts for specialist work and projects.

· Assist in the preparation of draft sections of the Local Plan and supplementary planning documents, and papers and reports on the Local Plan and other planning policy issues, including consultation documents for officers and Members.  

· Attend meetings (including evening meetings when requested).

· Assist in the preparation and conduct of consultations on the Local Plan and other planning policy documents, including attendance at exhibitions and meetings.

· Assist in the preparation and presentation of evidence supporting the council’s case at examinations, hearings and public inquiries.

· Provide professional advice (in written form, by email, over the phone and in person) and training on planning policy and development matters to the public, Members and other professionals.

· Provide professional advice and input into other council policy documents and initiatives and to the Development Management Team on minor planning and other applications, where planning policy issues are involved.

· Assist in other aspects of the team’s work, including input into county and other larger than local planning arrangements, management of the National Landscapes, nature conservation and transportation matters.

· Assist in monitoring planning policies.

· Present at Cabinet Member Briefing and Round Table Sessions.

The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 


	About you

	Your essential qualifications 

· A degree or post graduate degree in Town Planning, a related discipline or equivalent level of experience, with working towards RTPI Student/Licentiate member expected.
Your essential skills, knowledge and experience 
· Some experience of working in planning and within a customer focused environment dealing with the public. A basic knowledge of planning policy and planning legislation.

· Able to provide readily understood professional advice to customers and stakeholders, using good interpersonal skills and using tailored language specific to their level of understanding and needs.

· Able to communicate ideas and expectations clearly and succinctly, using plain language.

· Good, accurate written communication skills and good negotiating skills, actively listening to others’ viewpoints.

· Ability to research concepts / projects, use own initiative and carry out activities with minimal supervision. Able to demonstrate the ability to successfully deliver complex and challenging programmes of work.

If you have the following experience or qualifications – it’s a bonus 

· Experience of planning policy work.

· Hold a full and current driving licence and daily have the use of a car insured for business purposes. 
*Grade 5 builds on the responsibilities of Grade 4, by requiring the postholder to undertake more complex planning policy tasks with increased independence, exercising sound professional judgement, contributing to specific areas of plan preparation, and handling more sensitive or detailed work with reduced supervision. 
Your style and behaviours
· Direct and honest communication with team members and customers, with an empathic view to resolving conflicts.

· Takes initiative for solving issues and problems; taking responsibility for our own actions. Being proactive in finding solutions.

· Setting clear standards for ourselves and others to work towards.

· Quality assurance - assuring the quality of all the work you produce, ensuring it is of a consistently high standard.

· Commitment to valuing diversity and equality, respecting customers and colleagues in all relationships and service delivery.

· Reliable and able to work under pressure and meet deadlines.

· Diplomatic, tactful and able to maintain discretion in difficult circumstances.



	Work related requirements:

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2017; the requirement to fulfil all spoken aspects of the role with confidence in English applies.
	No

	Politically sensitive post
	No

	DBS check required
	No

	Full driving licence and use of a car for work
	No

	This role requires you to drive a company vehicle for work
	No

	About us

	Our Vision
We are customer focused and approachable. We are honest and open and are committed to providing high quality cost-effective public services.

Our Values
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Our vision and values are important to the councils, and we expect you to support them and embed them in the way we work.



	The benefits we offer

	· A basic 26 days annual leave per annum, rising to 31 days after five years.  You also have all the bank holidays to look forward to and time off between Christmas and New Year.

· Flexible working and annualised hours – a flexible approach to work that our employees love!

· Salary pay awards – most jobs give scope for a pay increase after six months or the following April (depending on your start date) and we also review salaries each April. 
· A generous career average pension scheme which includes life insurance of three times your salary

· The opportunity to purchase a bike through Cyclescheme (cheaper than directly through a store) so that you can cycle to work!

· Various schemes to keep you healthy (reduced gym membership, free swims, free eye tests for DSE users and more)

· We give you two days per year to volunteer within the local community.
· A range of resources, support, and activities to help you maintain your wellbeing including a monthly wellbeing hour in addition to annualised hours (the ability to work flexibly as long as, over the course of the year, you complete your contracted hours) and annual leave.


	How to apply

	Having read about our role, if you have any questions, please email Juliet Evans – Juliet.evans@southandvale.gov.uk    
If this job excites you, please complete our online application at https://myrecruitment.southandvale.gov.uk/
We look forward to hearing from you.
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