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Post Title:	Apprentice Planning Enforcement Officer
Grade:	A - H

Job Purpose

To assist in delivering a customer-focused Planning Enforcement service by providing supervised investigation support, case administration, evidence gathering and communication with customers and stakeholders. The postholder will help maintain the integrity of Nottingham’s built environment by supporting enforcement activity related to alleged breaches of planning control and non-compliance.

To promote the Council’s vision, values, aims, objectives and priorities actively and effectively, putting our citizens first through the delivery of best value services.  


 Individual Leadership Expectations
[bookmark: _Hlk98166142]
As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

· Individual Leadership: by putting our citizens and customers first, delivering against your objectives, helping to set direction and putting forward ideas for improvements.

· Equality Diversity & Inclusion: by ensuring we consider the needs of all NCC citizens in our work, show respect for others, upholding and adhering to the Council’s Code of Conduct. 

· Change & Innovation: by being creative, delivering change when needed, sharing problems and helping to bring forward suggestions for improvements.

· Collaboration: by working well with others, identifying the needs of colleagues and others to deliver great services and by being a good communicator who works well with a range of audiences.

Specific Duties  


1. Provide a helpful, fair and accessible first point of contact for planning enforcement enquiries and complaints, ensuring communications are clear, respectful and adapted where needed (e.g. plain English, signposting support) so all customers can engage with the service appropriately. 
2. Register and progress new cases efficiently by logging allegations, acknowledging receipt, opening case files and capturing key details accurately in the enforcement system, keeping records complete and auditable. 
3. Carry out supervised case research and site history checks (planning permissions, conditions, previous applications, enforcement history) and produce a short chronology/summary to help determine the most appropriate next steps. 
4. Support proportionate decision-making by gathering and presenting factual information that helps the supervising officer assess harm, likelihood of resolution and whether action is expedient (training provided). 
5. Undertake supervised site visits and evidence gathering, progressively developing competence in taking accurate notes, photographs, measurements and basic location plans, while following lone working, health and safety and service procedures. 
6. Draft customer-facing correspondence and case documentation (e.g. requests for information, updates, invitations to regularise, warning letters) using agreed templates, ensuring content is clear, accurate and appropriate for the recipient. 
7. Help resolve cases through constructive engagement, supporting negotiations and practical problem-solving with those responsible for breaches, while escalating difficult or confrontational situations to a supervising officer. 
8. Support compliance monitoring on development sites, assisting with checks against approved plans and conditions and reporting findings promptly so issues can be addressed early and unnecessary impacts avoided. 
9. Work collaboratively across the Council and with partners (e.g. Development Management, Legal, Building Control and other teams) to share relevant information appropriately and coordinate visits/actions to achieve timely outcomes. 
10. Contribute to lower-carbon ways of working by planning site visits efficiently, combining inspections where possible, using digital evidence capture and remote communication when appropriate and supporting paper-light case handling. 
11. Support preparation for potential formal action by assembling evidence packs, schedules, draft documents and appeal bundles under the direction of qualified officers and Legal Services (the apprentice will not sign statutory notices).
12. Commit to structured learning and continuous improvement, completing the agreed apprenticeship learning plan (including day release/off-the-job learning), maintaining a portfolio of evidence, reflecting on feedback and suggesting practical improvements to ways of working.

Numbers and grades of any staff supervised by the post holder:
None


All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

Produced by Head of Development Management

Date 14/04/2026





	Job title: Apprentice Planning Enforcement Officer




	AREA OF RESPONSIBILITY
	REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	
Individual Leadership  

	Takes personal accountability for own development.
	
	
	

	
	Drive and motivation, ability to deliver against challenging objectives.
	
	
	

	
Change and Innovation 

	Confidence and ability to put forward ideas for change.
	
	
	

	
	Ability to be creative, to be able to identify problems and work to create solutions.
	
	
	

	Collaboration 
	Evidence of working successfully in partnership across different sectors, building and maintaining good working relationships.
	
	
	

	
	Evidence of actively working with others to improve collaboration internally and externally.
	
	
	

	Equality, Diversity and Inclusion 
	An understanding of why it’s important to consider equality, diversity and inclusion in all that we do.
	
	
	

	
	Demonstrating personal commitment to the equality, diversity and inclusion challenges faced by our workforce and Nottingham’s people.
	
	
	

	Technical Skills and Knowledge 
	Ability to communicate clearly and professionally with a wide range of customers, including in potentially sensitive situations, with support from senior officers.
	
	
	

	
	Ability to organise and prioritise tasks, meet deadlines and manage a varied workload, taking responsibility for personal development.
	
	
	

	
	Strong attention to detail and ability to maintain accurate records, handle documents appropriately and follow agreed procedures.
	
	
	

	
	Ability to gather, collate and present factual evidence (notes, photographs, site history information) to support investigations, under supervision. 
	
	
	

	
	Ability to draft clear, concise correspondence and basic reports for officer review (letters, case summaries, chronologies). 
	
	
	

	
	Confidence using IT systems (case management databases, document management, Microsoft applications) and willingness to learn new software quickly. 
	
	
	

	
	Ability to interpret basic plans/drawings and site information to support officers’ understanding of alleged breaches (training provided). 
	
	
	

	
	Awareness (or willingness to learn) of planning enforcement principles such as investigation steps, evidence handling, proportionality/expediency and appeal processes.
	
	
	

	A - Application
	AC – Assessment Centre
	D – Documentary
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