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 Job description
	Planning Business Support Officer

	Immediate team
	Planning Business

	Service team
	Planning 

	Line manager’s job title
	Planning Business Team Leader

	Number of direct reports
	N/A

	Salary and grade 
	£28,740-£33,565 per year, Grade 3

	Duration of role
	Permanent 

	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
	July 2026


	About the role and what we’re looking for

	Job purpose

To undertake a range of business support duties in support of Planning. The role sits within the Planning Business Support team, with responsibility for delivering a wide range of essential administrative functions that support the effective and efficient operation of the service.

The post holder will contribute to the implementation of service plans and support the delivery of service standards and performance targets. All duties will be carried out in line with relevant regulations, policies, and agreed service standards

Main duties and responsibilities

· Undertake all necessary consultation for planning applications within required timeframes (neighbour letter, site notice, press advert, electronic notification)

· Register public consultation responses to planning applications, ensuring comments are uploaded onto the website in accordance with GDPR requirements 

· Issue planning decisions, tree work decisions and planning pre-application advice letters within required timeframes 

· Register planning enforcement complaints ensuring all necessary information has been recorded onto applicable systems 

· Support the Forestry Team with Tree Preservation Orders and related work 

· Assist in the preparation of committee agendas and report packs for planning committees as well as arranging site visits for members, presentation preparation and meeting attendance 

· Undertake a range of support tasks relating to the administration of planning appeals 

· Respond to resident and customer enquiries by email and telephone 

· Undertake other business support tasks as required. 

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 

1. Educated to GCSE level with Grade C in Maths and English or equivalent qualifications or level of experience

Your essential skills, knowledge and experience 

2. Minimum of two years’ experience of administration in a regulatory environment and experience of working in a customer focused team 

3. Good IT skills including the use of computer databases and Microsoft Office and Experience of working to targets and deadlines

4. Experience of dealing with purchase orders and invoices

5. Good verbal and written communication skills and ability to understand complex processes, with high levels of accuracy

6. Able to work in a team or on own initiative with minimal supervision and ability to multi-task

If you have the following experience or qualifications – it’s a bonus 
· Experience of Planning processes and terminology

Your style and behaviours

· Able to adapt to changing business demands 

· Remain calm and effective under pressure 

· Demonstrate a positive attitude and openness to new ways of working and continuous improvement 

· Well organised, with the ability to prioritise and meet deadlines 

· Approachable, with strong teamwork and a customer-focused mindset. 



	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.
	Yes

	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 Liza King at liza.king@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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