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Post Title:	Development Assistant
Grade:	G

Job Purpose

The Development Assistant leads and delivers a programme of professional, analytical and coordination activity that enables Development Management and Building Control to operate efficiently, consistently and with a strong customer focus.

The post holder manages workstreams that improve the quality, consistency and timeliness of service delivery, maintains performance and programme oversight information and produces high‑quality reports, briefings, feasibility material and stakeholder communications. The role strengthens delivery of major development and infrastructure activity by ensuring tasks, risks, deadlines and dependencies are actively managed and senior officer capacity is protected.


 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. Manage a portfolio of defined projects and workstreams across Planning and Building Control, maintaining project documentation including scopes, plans, milestones, action logs, risks and dependencies, and driving delivery to agreed timescales.

2. Run governance for allocated workstreams by scheduling meetings and workshops, setting agendas, circulating papers, recording decisions, maintaining action trackers and proactively chasing completion of agreed actions.

3. Maintain performance and delivery oversight information for the Planning service (citywide) and relevant Building Control activity, preparing clear summaries that highlight risks, backlogs, pressures and improvement actions.

4. Produce management reports, decision‑making papers and briefings for allocated projects and service initiatives, ensuring content is accurate, evidence‑based, well structured and delivered within required deadlines.

5. Act as a named point of contact for allocated projects and topics, responding professionally to enquiries from councillors, residents, applicants, agents, developers, internal colleagues and partners, and escalating complex or sensitive matters appropriately.

6. Coordinate cross‑team inputs between Planning, Building Control and specialist functions (including enforcement, urban design, conservation, arboriculture and monitoring) to ensure work is aligned, information is consistent and handovers are effectively managed.

7. Lead the preparation of feasibility work, options appraisals and delivery plans for service improvements, including process improvements, performance initiatives, customer experience and digital ways of working.

8. Commission and manage discrete packages of work for allocated projects, including preparing specifications, obtaining quotes, instructing work, monitoring progress and checking outputs against agreed scope and quality standards.

9. Coordinate activity with colleagues responsible for information, monitoring and reporting to ensure data requirements linked to Development Management and Building Control are timely, accurate and clearly communicated.

10. Create, maintain and improve guidance, templates, standard operating information and customer‑facing content for allocated processes, supporting consistency of approach and reducing avoidable delay or rework.

11. Actively promote and embed Equality, Diversity and Inclusion through all actions and in line with the organisation’s EDI strategy and objectives.

12. Contribute to the Council’s corporate responsibility in relation to climate change by minimising the environmental impact of activities within the role and supporting more sustainable 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 27th April 2026


	Job title: Development Assistant




	AREA OF RESPONSIBILITY

	
REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	
Individual Leadership  

	Ability to plan and organise own workload, manage competing priorities and meet deadlines.
	
	
	

	
	Motivation to deliver high‑quality work and take responsibility for outcomes.
	
	
	

	
	Commitment to personal development and learning.
	
	
	

	
Change and Innovation 

	Ability to adapt to changing priorities, policies and service needs.
	
	
	

	
	Experience of delivering improvements to processes, ways of working or service outcomes.
	
	
	

	
	Confidence to identify problems and propose practical, proportionate solutions.
	
	
	

	Collaboration 
	Experience of working effectively with colleagues across teams and disciplines.
	
	
	

	
	Ability to coordinate inputs from multiple stakeholders and manage dependencies.
	
	
	

	
	Strong written and verbal communication skills, including the ability to produce clear reports and briefings for a range of audiences.
	
	
	

	Equality, Diversity, and Inclusion
	Understanding of why equality, diversity and inclusion are important in public services.
	
	
	

	
	Evidence of treating people fairly and with respect and considering different needs and perspectives in work activities.
	
	
	

	Technical Skills and Knowledge 

	Demonstrable experience of project or programme coordination, including maintaining plans, action logs, risk registers and delivery oversight.
	
	
	

	
	Understanding of Planning and/or Building Control services within a local authority or similar regulatory environment, or the ability to develop this knowledge quickly.
	
	
	

	
	Ability to collate, analyse and present performance or delivery information clearly and accurately.
	
	
	

	
	Experience of preparing reports, briefings or recommendations to support decision‑making.
	
	
	

	
	Confident use of digital tools such as spreadsheets, document management systems and collaboration platforms.
	
	
	

	
	Ability to manage discrete pieces of commissioned work and check outputs against agreed requirements.
	
	
	

	Qualification requirement

	Project management qualification or equivalent experience
	
	
	

	A - Application
	AC – Assessment Centre
	D – Documentary
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