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Thank you for your interest in this position. After reading the information package, if you 
would like further information, please contact Andrew Raines, Team Leader Statutory Land 
Use Planning on 1300 445 586. 
 
Applications may be e-mailed to careers@hilltops.nsw.gov.au or mailed to: 
 
The General Manager 
Hilltops Council 
Locked Bag 5 
YOUNG NSW 2594 
 
 
 
 
 
 
 
 
 
 
 



  

  

Position Description 

Position Title 
 

Statutory Land Use Planner 

Directorate 
 

Planning 

Division 
 

Development & Environment 

Reports to 
 

Team Leader Statutory Land Use Planning 

Grade 
 

HILL35G12 

Date Reviewed 
 

May 2022 

 

Primary Purpose  
 

The Statutory Land Use Planner is responsible for administration of applicable Acts, regulations 
and relevant statutes by way of the assessment of Development Applications (DAs), signing of 
consents under delegated authority, management of pre-DA advisory meetings, attending to 
land use planning enquiries and attending meetings, Land & Environment Court matters and 
Council meetings as required. 

 
The incumbent will contribute to Council’s vision as “In 2030 the Hilltops is a thriving region offering a 

relaxed country lifestyle and diverse economy. We value and protect our friendly community spirit, 

pristine natural environment, and deep cultural heritage”, and promote the values which support this: 

Collaboration, Customer Centric Services and Continuous Improvement, and use these to guide 

decisions,  actions and conduct. 

Key Accountabilities 
 

▪ Contribute to a safe workplace: comply with legislative and organisational requirements and be 
accountable for own decisions and actions. 

▪ Undertake timely assessment of DAs, s10.7 certificates and other related applications and certificates 
in accordance with Council’s policies, procedures and relevant legislation within delegated authority. 

▪ Apply and calculate contributions, levies and fees as they apply to the land and development as well 
as the application. 

▪ Attend to front desk enquiries, DA meetings, site meetings and all other related land use planning or 
land use control enquiries 

▪ Liaise with and advise developers, Council officers and the community in providing technical 
information and clarifying Council’s requirements on land use planning, building and environment 
policies and practices. 

▪ Conduct special assignments and assessments of complex matters requiring an advanced knowledge 
& considerable practical experience in approvals, policies & practices and, as required, act as an 
expert witness for Council at Land & Environmental Court matters. 

▪ Provide accurate and timely professional advice and counsel on land use planning matters to 
management, internal and external customers and industry professionals.  



   

 

▪ Work in collaboration with Environmental Compliance, Environmental Health & Rangers teams to 
provide consistent actions and advice on environmental issues. 

▪ Create and capture information in Council’s designated Electronic Document Management System 
(EDMS - TechOne) to ensure compliance with the State Records Act 1998. 

▪ Contribute to the performance of Council: demonstrate professional conduct, make the best use of  

knowledge, experience and skills and be accountable for own decisions and actions. 

 
 
 

Essential Criteria 
 

1. Tertiary qualifications in Urban and Regional Planning providing eligibility for Corporate Membership 
of the Planning Institute of Australia or equivalent. 

2. Contemporary industry experience of two or more years and experience in the NSW development 
assessment process, planning proposal and/or development assessment and an understanding of 
the NSW Planning Portal. 

3. Strong working knowledge of the Environmental Planning and Assessment Act, 1979 and other Acts 
and legislation as they apply and relevant to the position. 

4. Proven ability to analyse and provide clear, high level written and verbal advice and briefings on 
complex issues and to interact with a broad range of senior staff, technical specialists, community 
members and other stakeholders. 

5. Strong written and verbal communication skills, including the ability to understand staff, Councillor 
and customer issues and to write reports to decision makers on complex matters. 

6. Exceptional Microsoft Office skills, particularly with Word, Excel and Outlook.  

7. High-level problem solving and analytical skills. 

8. Current Class C Drivers Licence. 

 

Desirable Criteria 
 

1. Experience working in the Local Government Sector or other Government body. 

2. Demonstrated knowledge and experience in Building Codes of Australia, Heritage planning & Urban 
design. 

 

 

Decision Making  
 

The incumbent has the authority to take any reasonable steps to ensure the achievement of agreed 
objectives sent out in the relevant business plan. The role may have delegations from the General 
Manager as set out in an instrument of delegation. All decisions must be in accordance with legislation 
and Council policies and procedures. Decisions should also be consistent with the objectives of Council’s 
strategies and plans. 

All staff have the power to stop work in circumstances that are deemed an immediate risk to health and 
safety until a satisfactory resolution is agreed and implemented. 

 

 



   

 

 

WHS Responsibilities & Performance Measures - All Employees/Staff 
 
Note: All Employees/Staff are considered ‘Workers’ under WHS legislation. 

Responsibilities Performance Measures 

✓ Take reasonable care for their own health and 

safety and ensure their acts or omissions do not 

adversely affect the health and safety of others. 

❖ Adhere to all safe working procedures including 

verbal instructions given by the Manager. 

❖ Demonstrate reasonable care of themselves and 

others who may be affected by their actions. 

✓ Ensure, so far as is reasonably practicable, that all 

work is performed to comply with requirements 

of the WHS Act and Regulations, Council policies 

and procedures relating to health and safety in 

the workplace that they have been notified of. 

❖ Demonstrated adherence to WHS Policy and 

procedures. 

❖ Signed acknowledgement sheets of policies and 

procedures that all workers have been informed 

of. 

✓ Assist in carrying out risk assessments and 

developing Safe Work Method Statements 

(SWMS) and Safe Operating Procedures (SOPs). 

❖ Evidence of participation in performing risk 

assessments for all duties. 

❖ Evidence of participation in developing 

compliant SWMS and SOPs. 

✓ Assist in the monitoring and review of SWMS and 

SOPs. 

❖ Evidence of participation in review of SWMS and 

SOPs.  

✓ Ensure all work is performed in accordance with 

site specific risk assessments, SWMS and SOPs. 

❖ Demonstrated adherence to site specific risk 

assessments with relevance to the location and 

hazards present. 

❖ Evidence of compliance with SWMS and SOPs. 

✓ Use and maintain all safety equipment and 

Personal Protective Equipment (PPE) in 

accordance with relevant standards. 

❖ Demonstrated use and maintenance of safety 

equipment and PPE. 

✓ Report all identified hazards, accidents, incidents 

and near misses to the Manager. 

❖ Actively monitor the workplace to determine 

presence of hazards and initiate actions to 

rectify/eliminate the hazard. 

❖ Reporting all hazards, accidents, incidents and 

near misses to the Manager in a timely manner. 

✓ Commitment to WHS and promote a risk 

assessment approach to all activities performed 

by Council. 

❖ Participate in risk assessment process and the 

development of SWMS and SOPs. 

❖ Attend toolbox and other meetings relating to 

WHS requirements. 

✓ Have a sound understanding of the WHS 

requirements associated with their employment 

duties. 

❖ Attendance at WHS training sessions. 

❖ Demonstrated awareness of WHS 

responsibilities outlined in position description. 

 

 



   

 

 

Job Demands Checklist 
 

The purpose of this section is to describe the physical and psychological risk factors associated with the job. 
Applicants must review this form to ensure they can comply with these requirements and will be required to 
sign, in acceptance of the role, as an acknowledgment of their ability to perform the job demands of the 
position. 

 

FREQUENCY DEFINITIONS 

Occasional ................................... Activity exists up to 1/3 of the time when performing the task 

Frequent ...................................... Activity exists between 1/3 and 2/3 of the time when performing the task. 

Constant ...................................... Activity exists more than 2/3 of the time when performing the task. 

Repetitive .................................... Activity involves repetitive movements. 

Manager to tick relevant box 
Demands Description Frequency 

O F C R N/A 

Physical Demands of Job Tasks 

Kneeling/Squatting Tasks involve flexion/bending at the knees and ankle, possibly at the waist in 

order to work at low levels. 
    ✓ 

Leg/Foot Movement Tasks involve use of the leg and or foot to operate machinery.     ✓ 

Hand/Arm Movement Tasks involve use of hands/arms – e.g. stacking, reaching, typing, mopping, 

sweeping, sorting, and inspecting. 
   ✓  

Bending/Twisting Tasks involve forward or backward bending or twisting at the waist.     ✓ 

Standing Tasks involve standing in an upright position without moving about.     ✓ 

Driving Tasks involve operating any motor powered vehicle: 

Type of vehicle: car 
✓     

Driving Tasks involve driving vehicle on unsealed roads. ✓     

Sitting Tasks involve remaining in a seated position during task performance.   ✓   

Reaching Tasks involve reaching overhead with arms raised above shoulder height or 

forward reaching with arms extended. 
    ✓ 

Walking/Running Tasks involve walking or running on even surfaces. ✓     

Tasks involve walking on uneven surfaces. ✓     

Tasks involve walking up or down steep slopes. ✓     

Tasks involve walking whilst pushing/pulling objects.     ✓ 

Climbing Tasks involve climbing up/downstairs, ladders, scaffolding, platforms, trees.     ✓ 

Working at heights Tasks involve making use of ladders, foot stools, scaffolding, cherry-pickers 

etc. anything where the person stands on an object other than the ground. 
    ✓ 

Lifting/Carrying Tasks involve raising/lowering or moving objects from one level/position to 

another, usually holding an object within the hands/arms. 
✓     

1. Light lifting/carrying (0-9 Kg) ✓     

2. Moderate lifting/carrying (10-15 Kg)     ✓ 

3. Heavy lifting/carrying (16 Kg and above)     ✓ 

Digging Tasks involving manual digging.     ✓ 

Pushing/Pulling Tasks involve pushing/pulling objects away from or towards the body. Also 

includes striking or jerking. 
    ✓ 

Grasping Tasks involve gripping, holding, clasping with fingers or hands.   ✓   

Manual Dexterity Tasks involve fine finger movements – i.e. keyboard operation, writing.    ✓  



   

 

Demands Description Frequency 

O F C R N/A 

Sight Tasks involve use of eyes (sight) an as integral part of task performance – i.e. 

looking at computer screens, working in dark environments/at night. 
  ✓   

Hearing Tasks involve working in a noisy area – e.g. workshop and/or operation of noisy 

machinery/equipment. 
    ✓ 

Smell Tasks involve the use of the smell senses as an integral part of the task 

performance – e.g. working with chemicals. 
    ✓ 

Taste Tasks involve use of taste as an integral part of task performance.     ✓ 

Touch Tasks involve use of touch as an integral part of task performance.     ✓ 

Psychological demands 

 Working with animals.     ✓ 

 Dealing with dead or injured animals etc.     ✓ 

Psychosocial demands 

 Tasks involving customer service (members of the public & clients).   ✓   

 Tasks involve interacting with distressed or angry people.   ✓   

 Tasks involve interacting with people with mental illness/disability. ✓     

Exposure to chemical hazards 

Dust Tasks involve working with dust – e.g. sawdust.     ✓ 

Gases Tasks involve working with gases.     ✓ 

Fumes Tasks involve working with fumes – i.e., which may cause problems to health 

if inhaled. e.g. herbicides & insecticides, water treatment etc. 
    ✓ 

Liquids Tasks involve working with liquids which may cause skin irritations if contact is 

made with skin – e.g. dermatitis. 
    ✓ 

Hazardous Substances Tasks involve handling hazardous substances including storage and/or 

transporting. 
    ✓ 

Working environment 

Lighting Tasks involve working in lighting that is considered inadequate in relation to 

task performance – e.g. glare. 
✓     

Sunlight Exposure to sunlight. ✓     

Temperature Tasks involve working in temperature extremes – e.g. working in a cool room, 

working outdoors, boiler room. 
    ✓ 

Confined Spaces Tasks involve working in confined spaces.     ✓ 

Accident risk 

Surfaces Tasks involve working on slippery or uneven surfaces.     ✓ 

Housekeeping Tasks involve working with obstacles within the area – bad housekeeping. ✓     

Heights Tasks involve working at heights, below knee level and/or above shoulder 

height. 
    ✓ 

Manual Handling Tasks involve manual handling.     ✓ 

Biological hazards 

Biological Products Tasks involve working around Wastewater/ garbage etc.     ✓ 

 
 
 
 
 
 
 
 



   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

How to apply 

Candidates should address their suitability for the position by providing the following by email 
to careers@hilltops.nsw.gov.au: 
 

• Cover Letter 

• Résumé including two employment related referees and their contact details  

• Response addressing the two points below: 

 

1. Provide a response to key selection criteria, explaining why you think that you possess the 
necessary experience, capabilities & qualities to undertake this position (maximum 2 
pages). 

 

2. Outline what has motivated you to apply for this position. 

 
Please address applications to David Rowland, Acting Director Planning. 
 

Position Statutory Land Use Planner 
 

Grade 12 
 

Salary $1,688.30 - $1,870.56 per week + 10.5% super 
 

Award Local Government (State) Award 2020 
 

Employment status Permanent, full-time (70-hours per fortnight) 
 

Location 
 

Hilltops Region 
While generally based out of the Young office, the 
incumbent in this position can be asked to 
commence out of any of our work locations in the 
region (Young/Harden/Boorowa) as required. 
 

CONDITIONS OF EMPLOYMENT 

mailto:careers@hilltops.nsw.gov.au

