
 
 

What our Planning and Regulatory Support Team do 

 

The planning and regulatory support team deals with all administrative tasks for 

the Planning and Regulatory service area.  This compromises of Licensing, 

Housing Standards, Environmental Health and Development Control (Planning).  

They also work with the public, local businesses and communities as well as 

supporting officers within the council.   

 

The team deal with: 

 

 Planning applications. 

 Building control. 

 Environmental health, public health. 

 Environmental health, food hygiene. 

 Environmental health, energy efficiency. 

 Licensing for taxi drivers, alcohol licence, temporary event notices, and 

animal welfare. 

 Finance for the whole service, raising purchase orders and invoices. 

 

They are currently working on some challenging projects, such as; working 

closely with the building control team to streamline their processes and work 

more online and implementing a new IT system for licensing.   

 

What does a typical day look like? 

 

Working alongside the support team and other support and technical teams 

within the service, you will be taught how to use different systems in order to 

register work/issues as they are reported to the council.  You will raise purchase 

orders and pay invoices on behalf of the service; deal with the post; scan 

documents onto our systems as required; order stationary; answer the phone; 

As you build your confidence, you will learn how to manage a workload, which 

will be varied and interesting.  You will attend team meetings to discuss our 

processes and to discuss any issues as a group within the team.   

 

What skills, interests and qualities do I need? 

 Excellent customer service skills. 

 Ability to be organised. 

 Interpreting information/ICT skills. 

 Enjoy a variety of tasks/flexible approach to work. 

 Enjoy problem solving and working with others. 

 Able to multi-task and work at pace when needed. 

What am I working towards and what will I achieve? 

A fully funded qualification: Level 3 in Business Administration. 

The prospect of beginning a career path in administration. 

An opportunity to learn life skills and learn from qualified experienced officers 

within the Planning and Regulatory service.   

 


