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Dear Applicant 
 
Planner and Engagement Officer 
 
Thank you for your interest in the post of Planner and Engagement Officer at 
Community Places.  
  
This application pack includes the following which you should refer to when 
completing your application: 
 
- Guidance Notes on completing your Application Form;   
- Job Description and Person Specification; 
- our Equal Opportunities Policy. 
 
Further information on the organisation and its work is available on our website at 
www.communityplaces.info  
 
Completed forms should be returned to me (by email) by 4.00 pm on 8 April 2022.    
If you require the Application Form in an alternative format, please contact me.  We 
will accept digital signatures on the application form.   
 
Thank you for your interest in Community Places.  We look forward to receiving your 
application. 
 
Yours faithfully 
 

 
Celine McCart 
Administrator 
celine@communityplaces.info 

mailto:info@communityplaces.info
http://www.communityplaces.info/
mailto:celine@communityplaces.info
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Guidance Notes 
 
Your application form plays a key part in our selection process as it determines 
whether you will be shortlisted.  The following advice should help you to complete 
the application form as effectively as possible. 
 
1. Read all the information provided 

 
The job description outlines the duties and responsibilities you would be 
expected to carry out in this post and the person specification lists the 
qualifications, experience, skills, abilities and knowledge required. 

 
2. Employment history 

 
When listing your employment history, ensure that the dates are correct and 
in the right order; your current or most recent employment should come first.  
CVs must not be included as part of your application and if submitted 
will not be considered. 

 
3. Shortlisting 

 
You will be shortlisted for interview on the basis of the information contained 
in your application.  It is therefore essential that you fully demonstrate through 
your application how, and to what extent, you satisfy each of the criteria 
specified.   
 
We will shortlist only those candidates who from the information supplied on 
the application form, most closely match the essential selection criteria for the 
post.  The criteria for this post may be enhanced and the desirable criteria 
may be used to facilitate shortlisting. 

 
4. Presentation 
 

Make sure your application form is well presented.  This will ensure that it is 
clear when copied.  Always keep a copy for your own record.  Make sure the 
application is sent in plenty of time, as applications will not be accepted after 
4.00 pm on the closing date of 8 April 2022.   An acknowledgement email will 
confirm receipt of your application.   

 
Write in a clear, concise, and well-organised way.  Tailor your application for 
our particular job.   

 
5. Eligibility to work within the region 
 

Community Places must ensure that you are legally entitled to work in the 
region.  If you are offered the position, you must provide original documents to 
prove that you are legally able to do so.  
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6. Proof of Relevant Qualifications 
 
If you are offered the position you will be required to provide proof of relevant 
qualifications (in the form of original hard copy documentation).   

 
 
7. Reserve List 
 

The selection panel will assess candidates against the interview criteria.   
Those applicants who meet the required standard(s) and pass mark will be 
deemed suitable for appointment.  The selection panel will then list those 
suitable for appointment in order of merit with the highest scoring applicant 
ranked first.   

 
When the recruitment panel has agreed the most suitable applicant, all other 
appointable applicants will be put on a reserve list for this or a similar post 
which we will hold for up to 12 months.  
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Planner and Engagement Officer  
Job Description 
 
Responsible to: Chief Executive 
 
 

Purpose: 
 

1. To promote the aims and values of Community Places by providing quality planning, 
engagement, and other services. 

 
2. To contribute to the development of the organisation’s support services for communities. 

 
 

Duties: 
 
Services Provision 

 
1. Provision of planning advice and information services to people and communities throughout the 

region on the planning system, planning policies, local development plans and development 
management. 

 
2. Provision of advice and representation at planning appeals and Public Inquiries and at meetings 

with councils, planning, regeneration and other bodies. 
 

3. Undertaking the organisation and facilitation of public and community consultation and 
engagement on planning, community planning, participatory budgeting, regeneration and related 
issues. 

 
4. Preparing project and local community plans, strategies and reports as required. 

 
5. Research into planning, engagement, regeneration and related issues and preparation of 

reports, briefing papers, guides and other publications. 
 

6. Providing training and information workshops and making presentations throughout the region 
on issues relevant to the post, including deputising for the Chief Executive from time to time. 

 

7. Contributing to projects which involve team working with other staff as required including co-
ordinating teamwork with other staff on projects. 

 
8. Helping to identify and secure opportunities for provision of planning, community planning and 

engagement programmes, services and projects. 
 

9. Building and maintaining effective collaborative relationships with external stakeholders and 
networks, including managing contracts with external partners to achieve project objectives. 

 
 
Contributing to Forward Planning and Management 

 
1. To assist the Chief Executive as required in the preparation, implementation and monitoring of 

strategic and operational plans. 
 
2. Preparing reports for the Chief Executive as required. 

 
3. Representing the organisation, its needs and policy views as required by the Chief Executive.  
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Contributing to Financial Administration 
 
1. Maintaining such records as may be required for the preparation of accounts and monitoring and 

control of project related and organisational expenditure. 

  

Other 
 

1. Actively participating in the development and promotion of Community Places. 
 

2. Participating in the induction of new staff and volunteers including mentoring and overseeing 
the work of the volunteers, placements and interns as required. 

 

3. Maintaining and updating planning advice records and project files as required by the 
Chief Executive. 

 
4. Undertaking training to further develop relevant skills and knowledge as determined by 

Community Places. 
 

5. Any other duties consistent with the job as required by the Chief Executive. 
 

 

Hours : Full-time hours are 35 per week - 9.00 am to 5.00 pm.  This permanent post 
will involve occasional evening and weekend work and travel throughout the 
region.  Flexible and part-time working is available subject to agreement. 

Salary : Negotiable within NJC Scale 6 - PO3, Points 18 to 35 (£24,982 to £38,890 
[at April 2020]). Employer’s pension contribution is 6%. 

Terms : The post is subject to a probationary period of six months. 
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Person Specification – Planner and Engagement Officer 
 

(a): to be evidenced in application form; (i): to be demonstrated at interview. 

 Essential Desirable 
Qualifications: Recognised qualification in Town and 

Country Planning (a) 
Chartered Town Planner 

Experience: 1.  Three years' experience within the past 
five years of working in a planning 
advice role.  This should include direct 
experience of providing planning 
advice to members of the public (a). 

 
2.  Voluntary or working experience in the 

field of community planning or 
engagement (a). 

Experience of giving 
planning advice to 
community groups. 

 

Experience of making 
presentations and 
facilitating meetings. 

Skills, Abilities 
and Knowledge: 

3. Ability to communicate in a variety of 
settings and to write effectively and 
clearly (a) and (i). 

 
4. Ability to gather, collate and analyse 

data and information (a). 

 
5. Proven research and report-writing 

skills (a). 

 
6. Ability to work under pressure to 

deadlines and as part of a team (a). 
 

Organisational ability, self-motivation and 
personal initiative (i). 

Knowledge and understanding of planning 
issues as they affect disadvantaged 
communities (i). 

Commitment to working closely with 
community and voluntary groups and 
maintaining a good working relationship 
with them (i). 

Commitment to the aims and values of 
Community Places (i). 

Ability to undertake socio- 
economic research using 
Census and other 
published data. 

 
Relevant technical skills 
including GIS mapping and 
drawing (Photoshop or 
similar). 

Other: Access to transport for travel extensively 
throughout the region as required by the 
post and willingness to work unsociable 
hours (a). 

 

Note: Desirable criteria may be used for short-listing, interviewing and selection. 

Community Places provides support and opportunities for training and professional 
development. 
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Community Places 
Equal Opportunities Policy  
 
Policy Statement  
 
Community Places is committed to providing equality of opportunity in employment to all 
persons.  It is our policy to provide equality of opportunity in employment to all persons.  We 
comply with our duties under anti-discrimination legislation.  That legislation is as follows: 
 
- Equal Pay Act (NI) 1970; 
- Sex Discrimination (NI) Order 1976; 
- Fair Employment and Treatment (NI) Order 1988; 
- Disability Discrimination Act 1995; 
- Race Relations (NI) Order 1997; 
- Employment Equality (Sexual Orientation) Regulations (NI) 2003;  
- Employment Equality (Age) Regulations (NI) 2006; 
- The Flexible Working Regulations (Northern Ireland) 2015. 
 
In accordance with the anti-discrimination legislation Community Places undertakes not to 
discriminate against any person on the grounds of: 
 
- Sex;  
- Pregnancy or maternity leave;  
- Gender re-assignment;  
- Being married or in a civil partnership;  
- Religious belief or political opinion;  
- Race, colour, nationality, ethnic or national origins, being an Irish Traveller;  
- Disability;  
- Sexual orientation;  
- Age.  
 
Community Places is opposed to all forms of unlawful and unfair discrimination.  All job 
applicants, employees, volunteers and others who work for us will be treated fairly and will 
not be discriminated against on any of the above grounds.  Decisions about recruitment and 
selection, promotion, training, pay or any other benefits will be made objectively and without 
unlawful discrimination.   
 
Community Places recognises that the provision of equal opportunities in the workplace is 
not only good management practice, but also makes sound business sense.  This equal 
opportunities policy will help all those who work for us develop their full potential and the 
talents and resources of the workforce will be utilised fully to maximise the efficiency of the 
organisation.   
 
Application of this Policy  
 
This policy applies to all: 
 
- Job applicants and potential job applicants;  
- Employees;  
- Board Members;  
- Volunteers;  
- Contract workers;  
- Students and interns on work placements;  
- Former employees. 
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Our Commitment  
 
We are committed to:  
 

• promoting equality of opportunity and fair participation in employment for all persons;  
 

• eliminating occurrences of unlawful discrimination, indirect discrimination, disability 
discrimination, victimisation and harassment;  

 

• promoting a good and harmonious working environment in which all persons are treated 
with dignity and respect;  

 

• taking lawful affirmative or positive action, where appropriate;  
 

• fulfilling all our legal obligations under the anti-discrimination legislation and the 
associated codes of practice;  

 

• complying with this equal opportunities policy and associated policies;  
 

• regarding all breaches of this equal opportunities policy as misconduct which could lead 
to disciplinary proceedings.   

 
 
Implementation  
 
The Director has specific responsibility for the effective implementation of this policy.   All 
employees must comply with this policy.  To implement this policy, we will: 
 

• communicate the policy to all employees, job applicants and relevant others;  
 

• provide equal opportunities training and guidance where appropriate; 
 

• ensure that those who are involved in assessing applicants for recruitment or promotion 
are familiar with and/or will be trained in non-discriminatory selection techniques;   

 

• ensure that adequate resources are made available to fulfil the objectives of this policy.   
 
 
Monitoring   
 
Part VII of the Fair Employment and Treatment (NI) Order 1998 imposes key duties on 
employers which are primarily concerned with promoting and securing equality of opportunity 
and fair participation in employment for members of the Protestant community and the 
Catholic community in Northern Ireland.  The duties apply to employers with more than ten 
employees - two key duties are:  
 
1. to register with the Equality Commission; 
2. to monitor the composition of the workforce in terms of community background and sex.   
 
Community Places currently has fewer than ten employees.  It is thus not required to register 
with the Equality Commission or monitor its workforce.   
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Complaints  
 
Community Places recognises that employees have a right to complain about discrimination 
and harassment should it occur.  We have an established Grievance Procedure to deal with 
such complaints.  All complaints will be dealt with seriously, promptly and confidentially.   
 
Every effort will be made to ensure that employees making complaints of discrimination and 
harassment and others who give evidence or information in connection with a complaint will 
not be victimised (ie they will not be discriminated against in retaliation for their actions).  
Victimisation is also discrimination contrary to the anti-discrimination legislation and to this 
policy.  Any complaint of victimisation will be dealt with seriously, promptly and confidentially.   
 
In addition to the organisation’s internal procedures, employees have the right to pursue 
complaints of discrimination or harassment to an industrial tribunal or the Fair Employment 
Tribunal under the anti-discrimination legislation.  However, employees wishing to make a 
complaint to a tribunal will normally be required to raise their complaint under the 
organisation’s internal Grievance Procedure first.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by Board of Directors 
June 2018  
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