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A welcome from Johanna Boyd, Chief Executive

Thank you for your interest in the Planning & Projects Officer position. At Planning Aid Scotland, our vision
is to foster an inclusive society where communities play a central role in decision-making about their
environments. We are dedicated to helping individuals and communities navigate the planning system and
help shape the future of their places.

To achieve this vision, we:
¢ Raise awareness of the planning system
e Support and promote participation in planning decision-making processes
¢ Identify and overcome barriers to inclusive participation
e Create safe spaces that promote collaboration
e Enable a culture that allows all voices to be heard

For the past decade, we have operated both as a charity and a social enterprise. This dual approach has
empowered our organisation to flourish and grow, giving us greater flexibility to respond to the changing
needs of the communities we serve. It has also enabled us to better support our partners in local
authorities and public bodies and raise the bar for community engagement.

We are currently experiencing a growing demand for our services during a period of significant change
within the planning system. This is a time of transformation for our organisation and an exciting time to join
our dynamic, ambitious, and responsive organisation.

About the role

This is a unique opportunity for a chartered planner, or experienced planner working towards chartered
status, to play a lead role in delivering impactful projects with communities across Scotland, develop
innovative training programmes and support our Advice Service. This role is ideal for someone passionate
about community-led planning and participation and involves working with internal and external
stakeholders to deliver planning and placemaking initiatives.

We are looking for an experienced planner seeking to take on this dynamic and rewarding role. The role
would particularly suit a planner keen to apply their planning skills to a variety of creative contexts. For an

informal discussion about the role, please reach out via the contact details at the end of this document.

Thank you.

g
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Our vision & mission
Our Vision: an inclusive society where communities are at the heart of decision-making about their places.
Our Mission: to help people navigate the planning system and shape the future of their places.

Our values
Through our staff, board and network of volunteers, we seek to bring our values to life in all that we do:

e We act with integrity: We deliver our work with honesty, trust, fairness and realism for everyone

e We are inclusive: We seek to reflect continually on our practice to provide opportunities which open
placemaking to all

e We are impartial: We enable people to engage proactively in the planning system and placemaking,
but do not express opinions on individual plans or proposals

e We are collaborative: We establish cohesive and inclusive partnerships that make the most of
everyone's knowledge and experience

e We promote participation: As an educational organisation, we facilitate people to be involved in
shaping the future of their places, and celebrate volunteering, learning and active citizenship

What we do

Navigating the Planning System: As a charity and social enterprise, we help individuals,
communities, and business start-ups navigate the planning system and shape their future in an
accessible and inclusive way; we facilitate conversations that lead to meaningful change

o Participatory Placemaking: We believe that where we live, work, and play profoundly affects our
lives; we advocate for participatory placemaking, helping everyone to have a say in the future of
their local place

¢ Our History and Funding: Founded in 1993, we are a charitable organisation and also operate as a
social enterprise; our core grant from the Scottish Government supports our Advice Service; we
generate additional funding from project delivery, partnerships, and delivering training

¢ Volunteering: Volunteering is central to our mission; in the last six months our specialist volunteers
have undertaken over 340 hours of volunteering; our volunteering model is featured in the National
Volunteering Framework (case study on pg. 23)

e 30th Anniversary: In October 2023, we celebrated our 30th anniversary with a series of events to
commemorate this milestone. Read more here and here.



https://www.gov.scot/binaries/content/documents/govscot/publications/strategy-plan/2019/04/volunteering-national-framework/documents/volunteering-national-framework/volunteering-national-framework/govscot%3Adocument/volunteering-national-framework.pdf
https://www.pas.org.uk/news/celebrating-30-years-of-planning-aid-scotland/
https://www.pas.org.uk/news/morvern-wins-planning-innovation-awards/
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Our Services and Approach

e Advice Service: We offer free, impartial, and confidential advice to individuals, communities, and
business start-ups through our specialist volunteers, mainly chartered planners

e Training: We provide skills development, community engagement, and facilitation training for
community groups, planners, elected members, and public bodies; we also reach out to seldom-
heard groups, including children and young people

¢ Facilitation-based approach: We work to ensure all voices are heard and communities feel
empowered to take ownership of their plans; we support the development and delivery of
community-led plans and Local Place Plans

¢ Key objectives: Our work focuses on improving participation, reducing poverty, addressing the
climate challenge, and helping our partners to delivery better outcomes

e Partnerships: We collaborate with the Scottish Government, local authorities, public bodies,
community councils, development trusts, community and third sector organisations, housing
associations, higher education providers, and more; we also offer internships and study placements
in partnership with universities
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How and where we work

Our staff team has a friendly and supportive working culture that prioritises wellbeing and flexible working.
Whilst the work can be busy and demanding, we believe that a happy team produces the best work.

We have an office in Edinburgh city centre. We currently have 10 staff members (a mix of full-time and part-
time), who are encouraged to work flexibly between home and the office.

The office is principally used for/by:
e our weekly in-person all staff meeting (known as ‘Together Tuesdays’)
e staff working in the office
¢ holding meetings with partners and other external stakeholders
o staff preparing materials for training events etc

Together Tuesdays

On Tuesdays, we have weekly team meetings when we come together in-person to the office in Edinburgh
and prioritise face-to-face internal meetings and meeting as a team. On that day we minimise external calls
where possible and prioritise collaborative team working.

Commitment to learning

One of our strategic priorities as an organisation is a commitment to being a learning organisation. This
focus on learning from what we do allows all team members to contribute ideas and feedback and enables
us to test, trial and innovate new ways of working to deliver better outcomes and a happier team.

4-day week policy

We have also adopted a 4-day working week practice which has created a better work life balance for the
team at no detriment to the organisation. As a full-time post holder, you will work 32 hours, Monday to
Thursday.
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Overview — Planning & Projects Officer

This is an excellent opportunity for a chartered planner or an experienced planner working towards
chartered status to join our team. You will lead projects, develop training programmes, and support our
Advice Service, helping people to navigate and engage effectively with the planning system.

You will manage projects, collaborating with internal and external partners to create innovative solutions
for communities and key stakeholders. You will lead participatory processes to encourage participatory
community engagement in line with our vision for an accessible and inclusive planning system.

In addition, you will help to develop and deliver training programmes to support stakeholders, including
community groups, local authorities, and public sector partners. Using your facilitation skills, you will lead
workshops and events and occasionally support our Advice Service, which provides planning advice to
individuals, communities, and business start-ups across Scotland.

This role suits a chartered planner seeking a creative position with meaningful community impact. If you
believe in planning’s potential to create better places and outcomes, we encourage you to apply.

The role

As Planning & Projects Officer, your line manager will be the Director of Operations. You will also work
closely with the Projects & Training Officer, as well as with other members of the team. The role has three
key aspects:

e Projects
o Leading projects e.g., community-led plans such as Local Place Plans, supporting delivery by
facilitating workshops and supporting the plan-making process as required
o Recent projects have included co-producing Local Place Plans with communities, developing
a ‘how to’ guide to Local Place Plans with West Dunbartonshire Council, and helping to
develop a public art strategy for the Shawfair development just outside Edinburgh

e Training
o Contributing towards the development of our training programmes e.g., community training,
elected member training or helping to develop our SP=EED engagement skills programme
o Recent training programmes include a Local Place Plan training and mentoring programme,
delivered in partnership with Fife Council (2023/24) and on-going with Shetland Islands
Council (2024/25)

e Advice - supporting role in the delivery of our Advice Service
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Preferred Candidate Attributes

We are looking for an individual who:
¢ |s an experienced planner who ideally holds MRTPI status or who is currently working towards
chartered status
o Will bring energy, creativity and excellent project management skills to the role

e Can build positive working relationships both within the organisation and with external stakeholders
e Has experience of working within the third / community sector - desirable, but not required

Key Responsibilities

Project management

Plan, coordinate, and oversee planning projects from initiation to completion,
ensuring alignment with objectives, timelines, and budget constraints

Stakeholder
engagement

Collaborate with community groups, local authorities, and partners to foster
inclusive engagement in planning processes; facilitate meetings, workshops
and presentations as needed

Planning advice

Provide planning advice and guidance as required, this may be applying
planning knowledge and skills to the development of projects and training, or
on occasion the Advice Service

Training and
development

Design and deliver training programmes and workshops to enhance
knowledge of the planning system among various stakeholders

Research

Conduct research as required to support best practices for the delivery of
projects, training and advice

Risk management

Identify potential project risks and implement strategies for mitigation,
ensuring continuity and effective problem-solving

Quality assurance

Ensure that all deliverables meet the required quality standards

Documenting and

Prepare and present comprehensive project documentation, including reports

reporting and plans, for internal and external stakeholders
Volunteer Communicate effectively with volunteers assigned to your projects; help
management create positive volunteering experiences

Continuous learning

Identify opportunities for process improvements and implement best
practices; share experiences/learnings with team members
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Key Skills

Experienced planner

Ideally you will be a chartered member of the Royal Town Planning Institute,
or you are an experienced planner, working towards chartered status
Able to apply planning skills to various areas of responsibility

Strong organisational
skills

Able to manage multiple tasks and prioritise them efficiently
Excellent attention to detail

Effective
communication

Clear and concise verbal and written communication
Ability to engage and collaborate with diverse stakeholders

Facilitation skills

Ability to design, support or lead facilitated workshops and events that
encourage inclusive participation

Coordination and
management

Proven ability to lead projects and coordinate related activities
Strong interpersonal skills to motivate and support volunteers, community
groups and project stakeholders

Problem-solving

Analytical thinking and resourcefulness in addressing challenges
Ability to develop creative solutions and make sound decisions

Time management

Ability to meet deadlines and manage time effectively
Proactive in identifying and addressing potential delays

Technical proficiency

Familiarity with relevant digital tools and standard office software; familiarity
with mapping and digital planning tools desirable

Budgeting

Experience in managing project budgets

Risk management

Ability to identify, assess, and mitigate project risks
Experience in developing and implementing risk management plans

Adaptability and
flexibility

Willingness to adapt to changing project requirements and conditions
Ability to work under pressure and handle unexpected challenges

Background and
experience

Relevant educational qualifications or previous experience in project
management or a similar role
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Remuneration & Annual Leave

Key information about the role

This is a full-time role. Please note we operate a 4-day week working policy — see the section ‘Our Culture’
for further information. As a full-time post holder, you will work 32 hours, Monday to Thursday.

Salary

e From £35,000 — £40,470 (dependent on experience)
Pension

e Employer contribution is 8.5%

e Employee percentage contribution is (employee’s age/10) -1
Annual leave

e 30.5 days, increasing with service to a maximum of 34.5 days

e The annual leave allowance has been adjusted to reflect the four-day week which now operates
for full-time staff: this means that 30.5 days equates to approximately 7.6 weeks of leave

e The public holiday entitlement has been added into the total annual leave allowance to allow
more flexibility, therefore annual leave is inclusive of all public holidays and includes the office
closure between Christmas and New Year

The Recruitment Process

For more information or an informal discussion, interested candidates should contact Jenny Pendreigh,
Support Services Manager: jenny@pas.org.uk. We are an equal opportunities employer. Please contact us if
you require any adjustments throughout the recruitment process.

How to apply

To put forward an application, interested candidates should:
e Complete the Application Form, detailing your motivation and suitability for the position
e Complete the Equal Opportunities Monitoring Form
e Submit the above forms by email to Jenny Pendreigh: jenny@pas.org.uk

Key dates
e Application closing date Sunday 8 December 2024 (by end of day)
e Shortlisted candidates will be notified Wednesday 11 December 2024

e Interview date for shortlisted candidates Monday 16 December 2024, at our Edinburgh office

10


mailto:jenny@pas.org.uk
https://www.pas.org.uk/wp-content/uploads/2024/11/Planning-Aid-Scotland-Application-Form-Nov24.docx
https://www.pas.org.uk/wp-content/uploads/2024/06/Planning-Aid-Scotland-Equal-Opportunities-Monitoring-Form-2024.docx
mailto:jenny@pas.org.uk




