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	Job Title:
	Clerk

	Department:
	Policy 
	Section:
	Planning and Building

	Reports to:
	Head of Planning and Building services

	Grade:
	Falkland Islands Government Grade – G1

	Job Purpose

	
To assist the Head of Planning and Building Services in the efficient and effective running of the department by providing clerical, administrative and technical support. 

To act as Secretary to the Planning & Building Committee and other subsidiary committees. 

	Main Duties & Responsibilities:

	
· Provide administrative support to the Head ofPlanning and Building Services and assist in the efficient and effective day to day operations of the department, including but not limited to incoming/outgoing mail, filing, processing payments, answering the telephone and ordering stationery etc. and participate in the development of office procedures. 
· Undertake the duties of Secretary to the Planning and Building Committee, and other subsidiary committees.  This will include the preparation, distribution of agendas and drafting minutes.
· Become proficient in the end to end administrative process of the registration and validation of planning and building permit applications.  Become familiar with the technical terms and references used.  
· Update and maintain the Planning register and progress and maintain the plotting of historic and new development sites as part of the registration and validation process.
· Ensure correct planning fees have been paid and reconciled with the case and banked accordingly.
· Ensure all applications, and attachments are scanned and indexed according to the agreed file naming protocol, then uploaded to the appropriate files.
· Carry out property searches in a timely and concise manner.
· Provide technical support to the department (e.g. assist in the production of maps, diagrams and photographic images).
· Provide support in the development of e-office working, including the maintenance and updating of the departments website and developmental projects such as Geographical Information Systems (GIS).
· Provide support for other projects initiated within the department.  
· The job description is not an exclusive or exhaustive definition of your duties.  You shall undertake such additional or other duties as may reasonably be required by FIG commensurate with your role and grade.

The job description is not an exclusive or exhaustive definition of your duties.  You shall undertake such additional or other duties as may reasonably be required by FIG commensurate with your role and grade.




	General Departmental Overview:

	
We receive approximately 150 applications each year for planning permission and building permits.   These applications are to be processed in a timely and effective manner. 


The Department provides administrative support to Planning and Building Committee and the Historic Buildings Committee.

Full training will be provided in relation to all the above tasks. 







































	Person Specification: 
	Clerk

	Criteria
	Essential
	Desirable
	Assessment Method

	Knowledge & Qualifications:
	
	
	

	GCSE’s passes in Maths and English at Grade C to A  
	
	
	A

	Competency in the use of IT (e.g. MS Office, internet and email)
	
	
	A/I

	ECDL or an NVQ Level 2 in Business Administration or Customer Service or similar subject
	
	
	A

	Experience:
	
	
	

	2-3 years’ administrative experience, preferably within the public sector
	
	
	A/I

	Experience of the Government’s committee system, including preparing agendas, taking minutes and producing draft minutes
	
	
	I/A/R

	Experience of maintaining and updating web pages
	
	
	A/I

	An ability to prepare documents of a legal nature with due care and attention is an important aspect of the work
	
	
	A/I

	Skills & Competencies: 
	
	
	

	Good time management skills to deliver the wide range of tasks associated with this post and an understanding of how to prioritise tasks
	
	
	I/A

	Good inter-personal skills to deal on a professional level with members of the public, government officers and elected Members and others working in the planning, building and environmental fields
	

	
	I/A

	An ability to prepare documents of a legal nature with due care and attention
	
	
	I/A


	Good communication skills, with the ability to communicate information clearly, verbally and in writing, in English
	
	
	A/I


	An interest in planning, development and or the Environment   
	
	
	I/A






	Person Specification: 
	Clerk

	Criteria
	Essential
	Desirable
	Assessment Method

	Personal Attributes:
	
	
	

	Ability to maintain confidence and professionalism in difficult and/or challenging situations
	
	
	I/A/R

	Ability to show appropriate initiative and be self – motivated
	
	
	I/R

	Willing to be flexible and work well in a small team
	
	
	R

	Have a polite, friendly and approachable manner
	
	
	I/R

	Be accurate and methodical
	
	
	I/R


Method of assessment: 

A - Application Form 	
I - Selection Interview	
R - Reference						
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