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Position Title 

Graduate Statutory Planner 

Classification 

Band 5 

Status (FTE) 

Permanent (1.0) 

Division 

Place Making 

Occupant 

Vacant 

Date 

April 2021 

 

 

 

 

 

 

Organisational Relationships 

Coordinator 
Statutory 
Planning

Principal 
Statutory 
Planner

Statutory 
Planners

Graduate 
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Planner



 

 

 

 

  

Key Responsibility Areas 

 Provide quality land use planning advice in 

collaboration with the Planners to all 

participants in the planning process either at the 
counter, by telephone and in response to 

written enquiries.  

 Assist with preparation for and attendance at 

meetings regarding planning issues with other 

members of staff and external stakeholders.  

 Assess planning applications in accordance with 

the Planning and Environment Act, Subdivision 

Act and Bass Coast Planning Scheme.  

 Able to deal with a broad range of customers 

and key stakeholders in a courteous and 

professional manner.  

 Written communication skills to enable 

accurate and legible completion of notices, 

reports and external correspondence in 
accordance with team and Council standards.  

 Prepare written responses to planning related 

enquiries. 

 Accommodate and respond with initiative to 

changing priorities and operating environments. 

 Support the implementation of systems 
improvements initiatives and look for better 

ways to do things.  

 Under supervision and guidance, prepare 

reports and briefing notes for Council.  

 Carry out site inspections requiring use of a 
Council vehicle for research purposes.  

Performance Criteria 

Performance criteria will be developed within the first three months of appointment, recorded and 

reviewed in accordance with Council’s Performance Development Policy and Framework. 

 Required to undertake all other duties as 
directed by the Senior Customer Service and 

Process Planner or Coordinator‘s within the 

planning department.  

 Ability to handle a variety of issues 

concurrently within priorities agreed with the 

Senior Customer Service and Process Planner 

and Coordinator’s within the Planning 

department.  

 Actively participate in team and organisational 

business planning and continuous 

improvements. 

 Other duties as directed within the skills and 

abilities of a position at this level. 



 

 

 Accountability and extent of authority  
While being accountable for the quality, cost and timeliness of work carried out, the freedom to act is 

not simply limited to standards and procedures. 

Competencies 

Judgement and decision making 

Work can involve solving problems using professional experience and at times requiring creativity and 

initiative. Guidance and advice is usually available within time to make a decision. 

Specialist Skills and Knowledge 

Requires an understanding of the team’s and organisation’s long term goals and of the underlying 

principles that apply to the legislation and standards of the organisation. 

Management skills 

Specific objectives are achieved by an efficient use of the resources and setting priorities are required. 

Interpersonal skills 

Relate to others to gain their understanding, appreciation and support for the work being undertaken, 

including the preparation of reports correspondence and presentations. 

Qualifications and experience 

Either a tertiary qualification with no experience or a lesser qualification with relevant experience 

needs to be drawn upon to meet key responsibilities. 


