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Context statement

Job title: Planning Assistant (Community Infrastructure Levy)
Generic job description: ES587 c-d (level 1); Dorset Grade 7

Directorate / Service / Team: Planning Specialist Team (Customer Experience Hub)
Organisation structure
Reporting to:
Planning Specialist Team Manager 
Responsibility for:
No line management responsibility. 
The postholder will support the team responsible for providing the planning policy service for Dorset Council. The team’s work primarily involves the preparation of local plans through all stages, including research and evidence base work, public engagement and consultation, drafting policies and reports, presenting to committees, defending plans at formal public examinations, and monitoring their effectiveness.
The role also includes supporting the preparation of neighbourhood development plans by local communities, as well as the collection and spending of financial contributions from developers to fund local infrastructure.
The team includes professional planners, landscape architects, urban designers and other specialists. There are close links with the Development Management & Enforcement service, and the postholder may also provide support to other teams within the service.

Context of work
The Planning Assistant (CIL) plays an important role in supporting Dorset Council’s planning service to deliver effective local plan implementation, secure developer contributions for infrastructure, and provide a clear, responsive customer experience for those interacting with the council on planning obligations matters.
Working within the Planning Specialist Hub in the Customer Experience Hub, the role forms part of the interface between customers and the council’s specialist planning services. It supports the effective operation of Community Infrastructure Levy (CIL) and Section 106 planning obligations, which are essential tools for turning local plan policies into real‑world infrastructure that supports growth across Dorset.
Dorset’s local plans set out the long‑term vision for development, identifying where new homes, employment sites and infrastructure should be delivered while protecting the county’s outstanding natural and historic environment. The local area includes nationally and internationally designated landscapes and habitats, alongside towns, rural communities and coastal settlements with differing infrastructure needs. CIL and Section 106 contributions play a critical role in ensuring that development coming forward in line with the local plan is supported by appropriate transport, education, community, environmental and green infrastructure.
The Planning Assistant (CIL) supports this work by helping to ensure that financial contributions arising from planning decisions are accurately identified, monitored and secured, reducing risk to the council and enabling investment in local infrastructure priorities. The postholder contributes to the delivery of place‑based outcomes by maintaining high‑quality records and supporting the information needed for statutory reporting, monitoring of development, and infrastructure funding.
The role acts as a key point of contact for developers, agents, solicitors, parish councils and internal colleagues, responding to enquiries through the team mailbox and other channels. In line with Dorset Council’s values of Respect and Openness, the postholder is expected to deal with customers in a clear, professional and supportive way, helping them understand CIL and planning obligations processes and ensuring enquiries are handled right‑first‑time wherever possible.
Key elements of the role include:
· Managing and triaging customer enquiries relating to CIL and Section 106 agreements
· Supporting the checking and recording of CIL liability, commencement notices and payment triggers
· Assisting with measuring plans and checking information to support the calculation of CIL liability
· Monitoring records to ensure contributions are captured and payments are not missed
· Supporting compliance checks, Freedom of Information requests and data collation
· Maintaining accurate systems and data that underpin statutory planning and infrastructure reporting
Accuracy, attention to detail and Accountability are critical, as errors or delays can present financial and reputational risks to the council and impact the delivery of infrastructure needed to support local plan growth.
The Planning Assistant (CIL) works closely with the Planning Team Manager, CIL and Planning Agreements Officers, Infrastructure and Delivery Planning Manager and wider planning, finance and customer services teams. Through Togetherness, the role contributes to joined‑up working across the council, supporting continuous improvement of processes and customer journeys in line with the council’s target operating model and Customer Experience principles.
In line with the value of Curiosity, the postholder is expected to engage positively with learning, service improvement and change, helping the service adapt how it works while maintaining strong statutory and professional standards. While formal decision‑making sits with qualified planning officers, this role provides essential operational support that enables high‑quality planning, local plan delivery and infrastructure investment across Dorset.



Travel requirement
Travel between council offices may be required for meetings, training or to maintain effective links with operational teams.

Context statement prepared by:
Manager:  Jackie Witt – Planning Team Manager
Date: April 2026
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