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  		 Job description
	Senior Planning Policy Officer (Maternity)

	Immediate team
	Planning Policy

	Service team
	Policy and Programmes

	Line manager’s job title
	Planning Policy Project Lead

	Number of direct reports
	None

	Salary and grade 
	£51,005 - £56,821 per year, Grade 7 

	Duration of role
	Fixed Term (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 (G1-8) 

	Annualised hours apply
	Yes

	DBS check required
	No

	Date job description updated
	January 2026



	About the role and what we’re looking for

	Job purpose:

Are you a dynamic and enthusiastic town planner with experience in local plan-making? Are you committed to place-making and high-quality customer service? South Oxfordshire and Vale of White Horse District Councils are looking for an ambitious senior planning officer. If you are ready for a new challenge with opportunities to develop professionally, this could be the role for you.

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.

You will expect to take responsibility for specific topics and evidence base development.

Main duties and responsibilities
· Oversee, project manage and assist in the production of documents making up the local plan
· Carry out research into a variety of topics as part of the work on the preparation of the local plan and other policy documents
· Write briefs, employ consultants and manage contracts for specialist work and projects
·  Attend project meetings with internal and external stakeholders
(including evening meetings when requested)  
· Prepare draft sections of local plan and supplementary planning documents and papers and reports on them and other planning policy issues, including consultation documents for officers and Members
· Carry out consultations on local plan and other planning policy documents including attendance at exhibitions and meetings
· Prepare and present evidence supporting the Council’s case at Local Plan Examination
· Provide advice on and assistance to town and parish councils preparing or wishing to prepare Neighbourhood Development Plans
· Provide professional advice and training on planning policy and development matters to the public, Members and other professionals
· Assist in the supervision of the work of junior planning or technical officers
· Assist in other aspects of the team’s work including input into county and other cross-authority planning arrangements, management of the National Landscapes, nature conservation and transportation matters
· Support development management colleagues in interpreting policy for planning applications
· Assist in monitoring planning policies.

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 Diploma in Town Planning, or a related discipline, or equivalent level of experience with full/licentiate membership of the Royal Town Planning Institute
Your essential skills, knowledge and experience
· minimum of 5 years’ experience of working in a planning office including experience of planning policy work
· good, accurate written and oral communication skills and experience in giving clear, succinct and well argued presentations - formally and informally
· an excellent knowledge of Planning Legislation and Planning Policy with an ability to interpret policy and law
· good IT experience in Windows environment and good keyboard skills
· experience of working within a customer focused environment dealing with the public

If you have the following experience or qualifications – it’s a bonus
· confident working with maps and plans
· ability and willingness to take individual responsibility for work and set priorities to meet agreed standards
· ability to work as a team member and contribute to the team
· ability to work corporately
· diplomatic, tactful and able to maintain discretion in difficult circumstances
· able to project manage work and other team members input into it
· additional education in a related discipline
· experience of supporting a local plan through examination
· experience of coaching/mentoring or managing staff
· hold a full and current driving licence and daily have the use of a car insured for business purposes 

Your style and behaviours
· enthusiasm and self-motivation
· strong and proven customer service ethos and desire to meet
       customer expectations
· positive ‘can do’ attitude and proven use of initiative
· displays accountability and takes responsibility
· achieves results and meets targets
· collaborative and inclusive.

	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 25 days annual leave per annum, rising to 30 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 contact Emma Baker on 01235 422422 or email emma.baker@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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Working Together

We are a committed professional team, who
embrace change and help one another improve
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We care about each other and the
environment we share

@ People and Planet
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m We act with integrity, and champion
diversity and inclusivity
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Accountability
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