	JOB DESCRIPTION
	

	

	Effective Date: March 2026
	Location:  Swale House / hybrid (on average 2 days a week at Swale House) 


	Job Title: Digital and Improvement Manager (Planning)

	Grade: 10


	Responsible to:  Head of Place 

	No. of Staff Responsible For:  9 – 10 FTE

	PURPOSE OF JOB

To lead the delivery of the Council’s drive to optimally digitise planning services, across planning applications and planning policy.

To be the service’s lead champion for service improvement, using data and customer and staff experience in innovative, creative and grounded ways to promote, deliver and embed positive change.


	MAIN ACCOUNTABILITIES


	1. To lead and manage the Digital and Improvement Team in developing a high quality planning service.

2. To act as lead officer in delivering externally funded digital improvement programmes, securing understanding, input and buy-in from all relevant Council teams. 

3. To be alert to new digital (funding) opportunities; to assess their benefit to SBC, and to submit applications / develop business cases as appropriate.

4. To compile relevant information relating to finance and performance indicators for digital programmes and report as required. 

5. To propose and monitor effective performance indicators and intelligence in order to identify, assess and implement service improvement initiatives, to support a high performing development management service and to champion a performance-focussed service culture. 

6. To lead on responses to customer complaints.

7. To identify opportunities to optimally integrate the work of the teams across the Planning Service - Planning Applications, Planning Investigations, Planning Policy, Design and Heritage, Customer Focus & Business Support - to align work programmes and support efficiencies and resilience.

8. To optimise relations with internal and external stakeholders whose inputs directly affect the quality of the Council’s customer service. 

9. To attend key member meetings (across Planning Committee, Planning and Transportation Policy Working Group, Policy and Resources Committee) with a view to optimising member and public engagement across planning disciplines. 

10. To give professional advice to officers and members on complex or strategic matters as required.

11. To line manage the Customer Focus & Business Support team, helping set work priorities.

12. To line manage the Design & Heritage team, supporting their contribution across the service. 

13. To regularly monitor and review changes to planning legislation and central government guidance, and to support associated recommendations to members and officers.

14. To undertake such other duties appropriate commensurate to grade.

15. To comply fully with the Council’s Equal Opportunity Policy, Health and Safety at Work Policy and IT Security Policy.

16. To assist as required in the Council’s Emergency Plan.






								PERSON SPECIFICATION
Digital & Improvement Manager (Planning) 


	Attributes:

	Essential/Desirable

	Education,
Training & Knowledge
	· Degree in a related discipline
· Member of the Royal Town Planning Institute (or making significant progress to work towards)
· Very good understanding of planning legislation 
and guidance, including case law.
· Breadth of training and / or experience in all main aspects of planning. 

	Essential
Essential

Essential

Desirable

	Experience
	· Range of experience in development management and planning policy
· Keen awareness of political sensitivities around planning topics and experience of working in complex political environments
· Work within a customer-focussed environment 
· Experience of project management
· Experience of working within and driving a performance management culture
· Experience of / interest in digital transformation initiatives
· Experience of applying for / administering externally-funded projects
· Ability to work under pressure and scrutiny and cope 
with change
· Initiative, Innovation and Problem solving
· Good verbal and written communication skills
· Effective performance management 
· Strong leadership skills - the ability to lead and motivate a team 

	Essential

Essential


Essential
Essential
Essential

Desirable

Desirable

Essential

Essential
Essential
Essential
Essential




COMPETENCY PROFILE

	Honest 
	· Truthful and takes responsibility 
· Acts with integrity and keep commitments 
· Build trust through fairness and transparency 
· Maintains a positive approach when things go wrong and demands are high

	Empathetic 
	· Listens actively and with care 
· Supports individuals and team at times of both organisational and personal change making appropriate adjustments to accommodate individual needs where required. 
· Actively listens to customer feedback and takes action to improve customer experience. 
· Evaluates and reviews the impact of service improvements from the customer’s perspective.

	Adaptable 
	· Identifies and implements new ways of working. 
· Learns from challenges 
· Positive mindset 
· Identifies trends and creates solutions.
· Uses professional expertise and knowledge to ensure the Council is leading best practice to improve outcomes

	Respectful 
	· Treats everyone with fairness and dignity 
· Listens to diverse perspectives 
· Creates an environment where all voices are heard 

	Together 
	· Works collaboratively for shared goals 
· Expresses a positive approach to change and promotes the benefits of change to team and colleagues 
· Builds strong, trusting relationships 
· Uses past experience and professional judgement/expert knowledge to make informed decisions. 
· Works with other teams and colleagues internally and externally developing relationships and sharing knowledge, ideas and expertise to achieve outcomes.
· Encourages colleagues to consider different perspectives in their work
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