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Job Profile 
Place Planning Officer					Grade: 9 	                  Date created: February 2026
	About the Job    
This role will provide support to the Place Planning Manager by managing the systems and processes to provide service planning data for school place planning and asset management, ensuring that the county has sufficient places so that the council fulfil its purpose by giving children and young people access to a good inclusive education regardless of their needs.


	This is what we need you to do... 

· Own and maintain the Council’s place planning and school capacity data
· Maintain demographic data, such as population trends produced from new and future housing developments and create pupil forecasts based upon the data
· Provide a focus of expertise on strategic data analysis and dissemination
· Provide succinct and relevant written and verbal updates that include anticipated impact and risk assessment, in regard to school place planning and school capacity
· Prepare reports to Directors, Elected Members and Senior Managers
· Carry out the annual school capacity assessment process in order to submit a return to Central Government to secure Basic Need capital funding
· Submit returns to Central Government
· Respond to FOI requests relating to school place planning
· Matrix manage staff employed within the data hub, where applicable 
	

· Keep up to date with relevant policy, best practice and legislative change and contribute to the development of policies and standards
· Support and challenge colleagues to ensure value for money, delivery to time and cost, and quality of projects
· Liaise with parents, stakeholders and partner organisations including schools, academies, other Local Authorities, Diocese Boards, Central Government and Voluntary Organisations

Special Conditions
· You need to hold a current, full driving licence which is valid for driving in the UK 
· Working outside of normal hours may be required





Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome-based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review, and the Council reserves its right to amend or add to the accountabilities listed above.


	The ideal candidate will have... 

Experience
· Ability to present complex data and analyse appropriately for specific audiences
· Ability to use data for forecasting purposes
· Ability to anticipate, and communicate, impact and risk assessments
· Development of appropriate project management plans, including timelines, risk matrices and project briefs
· Building and maintaining productive relationships with stakeholders, influencing as appropriate
· Leading and supporting a range of projects, including sensitive projects 
· Experience of dealing with contentious or political issues
· Experience of working in a council service area e.g. Highways, Children’s Services, Adult Social Care, etc.
· Contributing to the development of operational procedures
· Experience of working in an environment where excellent customer service and communication skills with a range of stakeholders are essential


Behavioural attributes
· Aligns with Gloucestershire Employee Values and behaviours which are available on our website 
· Our values are Accountability, Integrity, Empowerment, Respect and Excellence
· Able to work effectively with people at all levels within, and external to, the council and build effective relationships
· Committed to continuous improvement
· Customer focussed and able to communicate effectively
· Emotionally resilient
· Flexible, creative and self-motivated
· Organised and able to meet deadlines
· Politically aware
· Able to work on own initiative
· Committed to taking responsibility and not walking by
· Able to work effectively as part of a team
· Flexible with a “can do” attitude to work
· Able to pre-empt and face challenges before they arise


	

Knowledge, Skills and Understanding
· Excellent numeracy skills and understanding of statistical interpretation and data analysis
· Well-developed report writing skills and a high standard of written English
· Proven project skills, demonstrating ability to manage complex and detailed operational work accurately to a high standard within competing deadlines
· Ability to advise and support internal colleagues on processes and procedures
· Excellent IT skills across a range of systems
· Understanding of statutory processes around Schools and Education








Education & Qualifications

Essential
· Good levels of literacy and numeracy, evidenced by GCSE’s Grade A-C or 4-9, NVQ Level 4 or equivalent experience 

Desirable
· Relevant data management qualification or equivalent experience




	[image: C:\Users\ltaylorpockett\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\ZLOVZWFN\Equality logos.jpg]We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve all of Gloucestershire’s diverse communities.  Our promise to you is that we will provide an inclusive and supportive working environment that enables you to bring your whole self to work and realise your full potential.
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