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  Cavan County Council 

      Briefing Document and Selection Process 

Assistant Planner 

12 month contract  

(Maternity Leave Cover)

The Position:
Applications are invited from suitably qualified persons for the position of Assistant Planner on a 12 month contract basis (maternity leave cover).   

The Assistant Planner will work under the control and supervision of the Senior Planner or other designated officer.

The Assistant Planner will be expected to:

· Assess planning applications, pre-planning, validation and compliance 
· Assist in forward planning projects

· Represent the Council at meetings with staff, elected members, community/general interest groups, businesses and residents

· Prepare reports for these meetings as required

· Reply in a timely manner to all correspondence and requests for reports

· Liaise with and respond to other local authorities, government departments and statutory agencies

· Conform to Health & Safety standards with the Local Authority 
· Any other duties that may be assigned from time to time

Notwithstanding the requirements of the post successful applicants may be assigned to any service area/role within the Local Authority at an analogous level by the Chief Executive at any time.
The Person:

Candidates will demonstrate through their application form and at the interview that he/she has/is:
· good communication and interpersonal skills

· people management skills
· self motivated with a record of demonstrating initiative in a work place environment
· leadership skills and experience

· sufficient knowledge and understanding of planning. 
· problem solving skills

· competent in the area of information technology
Candidates will be expected to be flexible in terms of working hours as the duties can involve working outside of normal office hours.  
Salary:
Remuneration will be at the Assistant Planner scale of the national wage scales.  The present minimum scale is €37,331 per annum per annum.  The rate of remuneration may be adjusted from time to time in line with Government pay policy.  
Pension:
The Local Government Superannuation Scheme applies.
Annual Leave:
30 days per annum
Hours of Work:
37 hours per week 
Each candidate must on the latest date for receipt of completed application forms:
Candidates shall:

1.
(a)
hold a qualification in Town Planning recognised by the Public 



Appointments Service; or


(b)
(i)
hold a recognised University Degree, or equivalent 




professional qualification in Architecture or Engineering, 




or in which Economics, Geography or Sociology was 




taken as a major subject or be eligible by examination for 




corporate membership of the Royal Institution of Chartered 




Surveyors or be a holder of the Diploma in Environmental 




Economics (with Town and Country Planning as a subject),

(ii) have a satisfactory knowledge of Town Planning, and

(iii) have on the latest date for receipt of completed application forms for the post at least two years satisfactory experience relevant to the duties of the post, and 
2. Possess a high standard of technical training and experience.

3. Hold a current full clean driving licence.

Selection process:
Candidates will initially be assessed to ensure they meet the minimum qualifications set down above.  Assessment will be based on information provided by the candidate on the application form. Qualifications of successful candidates may be subject to further checks post interview to confirm they meet the criteria.
Candidates will then be assessed on the basis of other information contained in their application form to determine, having regard to the requirements of the position and the number who have applied, if they should be called for interview. Candidates may be short listed on the basis of information provided in the application form.
Review Procedures in relation to the Selection Process:

Cavan County Council will consider requests for review in accordance with the provisions of Cavan County Council Review Procedures.  A copy of the Review Procedures for Cavan County Council is available by emailing jobs@cavancoco.ie 
Interview

At interview candidates will be assessed in the following areas:
	KNOWLEDGE/
EXPERIENCE
	SKILLS
	GENERAL ATTRIBUTES

	· Range & depth of planning experience relevant to post
· Role of post
· Understanding of health & safety
· Previous & current working environment
· Understanding of local government legislation, local government policy.
	· Change & people management

· Problem solving/ decision making

· Ability to work as part of a team & maintain effective working relationships
· Planning/organising/ budgeting
· IT

	· Communication and interpersonal
· Initiative

· Commitment

· Positive attitude with self motivation  

· Leadership 
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