PLANNING SECTION

Supporting Information for the Post of Programme Officer
The Programme Officer is responsible for managing the day to day arrangements of the Examination process into the Oadby and Wigston Town Centres Area Action Plan before and during the period of the Examination. This will include:

· Booking venues and accommodation

· Arranging the pre-examination meeting

· Preparing timetables for the examination

· Managing the day to day arrangements of the examination process

· Recording all documents submitted and setting up and maintaining filing systems and a document library

· Dealing with correspondence and enquiries

· Liaising with all participants of the process

· Arranging for inspection of sites as required

· Operating IT systems as required
The Oadby and Wigston Town Centres Area Action Plan sets out a strategy for  regeneration and future development in the two town centres up to 2026. It allocates sites where new development will take place and contains a number of planning policies to encourage appropriate development within the towns.

The Examination process begins on the day that the Area Action Plan is submitted to the Planning Inpectorate. It is allocated to a Planning Inspector who is independent of the Borough Council. The Planning Inspector conducts the Examination. The Examination process involves a Public Meeting when people and organisations are invited to make comments on and debate issues relating to the Area Action Plan directly to the Planning Inspector, Borough Council Officers and other stakeholders. The Public Meeting is usually held over a maximum of a two week period. The Examination process usually lasts about 6 months and ends upon the receipt of the Planning Inspector’s report which outlines any changes that are required to be made to the Area Action Plan.

The Programme Officer will work with the Planning Inspector and alongside, although independently, of the Borough Council’s Forward Plans Team who are responsible for the preparation of the Area Action Plan. 

It is expected that the workload of the Programme Officer will vary depending on the particular stage of the Examination process. Therefore, the postholder will also be required to undertake some more general administrative duties within the Built Environment Services during quieter periods. Principally, this is likely to be within the Building Control Section including:

· Building Control reception duties, advising and assisting members of the public

· Receiving, recording and distributing all messages received

· Typing, filing and providing administrative support to the officers within the Building Control Section

· Assisting in the administration of Building Regulations applications

· Operating IT systems are required

The post will be based at Oadby and Wigston Borough Council’s offices in Wigston.

