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POSITION SUMMARY

As part of the Shire of Gingin’s Regulatory & Development Services team, the Planning Officer plays a key role in delivering
statutory and strategic planning functions in accordance with relevant legislation, policies, and the Shire’s planning
framework. Working under limited direction of the Manager Development Services, the position is responsible for assessing
development applications, providing planning advice, preparing reports, and contributing to the development and review of
planning policies. The role requires sound professional judgement, strong problem-solving skills, and the ability to manage
complex matters independently. A high standard of customer service and effective communication with internal and external
stakeholders is essential.

VALUES STATEMENT

The Shire of Gingin’s corporate values are to be guided and informed by our belief in and commitment to TRACK:

Teamwork - Working in collaboration to achieve our goals.

Respect - Working together with honesty and empathy towards others.
Accountability - Taking ownership and responsibility in what we do.
Commitment - Be professional and diligent in what we do.

Knowledge - Be skilled and innovative in what we do and continue to learn.

CORPORATE ACCOUNTABILITY

. Comply with the Shire’s Code of Conduct, management directives, and approved policies and procedures.

. Exercise discretion and maintain confidentiality in dealing with sensitive and high-level issues.

. Display and promote activities that will positively influence team culture and business performance.

. Deliver effective use of the Shire’s resources within the levels of accountability.

. Ensure that all aspects of service delivery align with and progresses the Shire’s Strategic Community Plan, Corporate

Business Plan and Service Delivery Plans.

. Services are managed in-line with the Shire’s Customer Service Charter and in an efficient manner.
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REQUIREMENTS OF THE POSITION

*Key Selection Criteria - in a separate document please outline your ability to meet the requirements of
each item in the 3 tables below as part of your application for this position.

QUALIFICATIONS ESSENTIAL  DESIRABLE
Tertiary qualification in Urban & Regional Planning (or demonstrated equivalent). X O
Current “C” Class Driver’s License. X O
Current National Police Clearance (under 3 months). X O
EXPERIENCE & KNOWLEDGE ESSENTIAL | DESIRABLE
Previous experience in the planning industry, preferably within a local government context. X O
Pemonstrateq experience with interpreting planning related principles, legislation, and ]
industry practices, including local government procedures.

Experience in developing and preparing planning reports and documents. O
Experience with computer systems and software operations, particularly Microsoft Office X O

Suite.

Experience with SynergySoft and Altus computer systems. O

SKILLS & ATTRIBUTES

Well-developed sense of initiative with the ability to work autonomously and in a team environment across all facets of the
organisation.

High level conflict resolution, negotiation, communication, interpersonal and decision-making skills.

High level research, analytical, evaluation and problem-solving skKills.

Well-developed organisational and administrative skills, with a proven ability to effectively prioritise tasks to meet
deadlines.

Ability to effectively convey information and express thoughts and facts simply, concisely and accurately, both orally and in
all written communication. With regard to report writing, able to understand complex information and communicate it
succinctly.
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KEY DUTIES

Working under limited direction and in collaboration with the Manager Development Services and the Senior Planning Officer,
the Planning Officer is responsible for the following:

Statutory

Assess and determine a variety of development applications in accordance with the Shire’s Local Planning Scheme,
local planning policies, and relevant legislation, within delegated authority.

Provide accurate and professional planning advice to internal departments, applicants, community members, and
government agencies on statutory planning and subdivision matters.

Prepare clear, well-reasoned reports and recommendations for the Council Agenda and the Development Assessment
Panel.

Liaise effectively with stakeholders to resolve statutory planning issues, ensuring compliance with statutory processes
and Shire objectives.

Strategic

Contribute to the assessment and processing of scheme amendments, structure plans, and local development plans.

Contribute to the preparation and implementation of policies and guidelines in response to emerging planning needs
and community priorities.

Undertake research and provide advice on strategic planning matters where required.

Support the delivery of strategic projects by coordinating tasks, managing timelines, and liaising with consultants and
stakeholders as required.

Compliance

Assist with inspections and reporting in accordance with Shire procedures and the legislative framework.
Provide clear and accurate advice to internal and external parties, verbally and in writing.

Demonstrate political awareness and discretion when managing sensitive compliance matters in line with
organisational procedures.

Assist with State Administrative Tribunal review matters and participate in hearings as required.

General

Ensure all planning work and related duties are undertaken in accordance with relevant legislation, the Local
Government Act 1995, and the Shire’s policies and procedures.

Collaborate with colleagues across Planning, Building, Health, and Compliance teams to ensure planning outcomes
are achieved.

Maintain effective working relationships within the team and across the organisation to support integrated service
delivery.

Promote a culture of professionalism, accountability, and customer focus in the delivery of planning services.

Respond to customer service enquiries within agreed timeframes and provide clear guidance in accordance with
statutory requirements.

Undertake other duties within the scope of the position as directed by the Manager Development Services to support
business objectives.
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WORK HEALTH AND SAFETY

Participate in the development of a safe and healthy workplace.
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Comply with safety and health instructions on safe work procedures.

Co-operate with management in meeting legislative requirements.

Take reasonable care to ensure own safety and health and of other employees.

Abide by duty of care provided under legislation.

To report any injury, hazard or illness immediately, where practical to their supervisor.

Not place others at risk by any act or omission.

Not willfully or recklessly interfere with safety equipment.

EXTENT OF AUTHORITY

Operates under general direction of the Executive Manager Regulatory & Development Services and Manager Development
Services within established guidelines, procedures, and policies of the Shire, as well as statutory provisions of the various
Acts and other legislation.

ORGANISATIONAL RELATIONSHIPS

Responsible to:

Chief Executive Officer
Executive Manager Regulatory & Development Services
Manager Development Services

Number of Staff Positions Supervised Directly:

Number of Staff Positions Supervised Indirectly:

INTERNAL EXTERNAL

Chief Executive Officer
Executive Manager Regulatory & Development Services
Manager Development Services

EA to Executive Manager Regulatory & Development
Services

Other Shire staff

Other government agencies
Contractors
Ratepayers and residents

Members of the public
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POSITION ACKNOWLEDGEMENT & ACCEPTANCE

The details contained in this document are an accurate statement of the position’s responsibilities and requirements.

Employee’s Name:

(BLOCK LETTERS)

Employee Signature: Date:

Signature: Date:

James Bayliss
CHIEF EXECUTIVE OFFICER
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: PO Box 510, GINGIN WA 6503
T: (08) 9575 5100

E: mail@gingin.wa.gov.au

W: www.gingin.wa.gov.au
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This document is available in alternate
formats upon request




	Employee Signature: _____________________________________ Date: _______________________________

