	Deal Town Council Job Description

	Job Title:

Salary:

Location of work:

Responsible To:

Hours of work:
Annual Leave:
	Committee Clerk
£23k to £28k per annum (pro rata)
Deal Town Hall and home
Town Clerk
30 hours to be worked primarily over 5 days
21 working days per annum plus Bank Holidays (pro rata).

	Primary purpose and scope of the job:  To provide effective planning advice to the Town Council to support them in their role as consultees to Dover District Council’s planning process.  To provide an effective support service to council, committees, and appropriate working groups.

	Working relationships:  Members and Officers of the Council at all levels, members of the public, voluntary and community groups, other local authority contacts at all tiers of local government

	Key Tasks:
· To be responsible for all matters associated with the Planning committee.  

· To prepare agendas and reports for council committee meetings.

· To attend and Clerk committee meetings.

· To liaise with the Planning Department at DDC as and when required.

· To carry out site investigations and prepare reports and recommendations on planning applications.

· Study and advise on planning legislation, any new legislation, trends in planning and other planning activities to ensure continuing professional development and maintenance of a full understanding of planning related legislation and practice.


· To assist the council in delivering its pledge to help address the climate emergency in relation to its own activities, events, and assets.


· To keep up to date and advise of emerging national and local legal and policy developments affecting the council’s climate, transport and infrastructure activities. 


· To provide advice to the council on environmental matters.

· Undertake such other duties as may be reasonably required within this post to support the operational needs of the service area and Council, including deputising for other members of staff during holiday, sickness absence when appropriate.
Other duties 

· To undertake all reasonable requests made by the Town Clerk



