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  July 2017 

 

Planning Adviser 

Job Description and Person Specification 

 

Introduction 

 

Theatres Trust, the national advisory public body for theatres, seeks a full-time Planning Adviser to 

fulfil the Trust’s role as a statutory consultee in the English, Welsh and Scottish planning systems. 

 

You will be our expert in all things planning, working as part of a proactive team of expert advisers 

in theatre architecture, management and heritage.  The work of the Advisory Team is at the heart 

of delivering our vision to help theatre operators, local authorities and community groups preserve, 

develop and build the very best theatres serving communities across the UK. 

 

Your skills and expertise in policy will help us advocate for and contribute to changes in National 

Planning Policy and strengthening the provision for cultural facilities in Local Plans.  Your planning 

skills will complement the advisory team in giving expert pre-application advice and will ensure we 

fulfil our statutory consultee role on theatre related planning applications.  Your advice and policy 

work will involve working directly with LPAs, theatre operators, architects and developers to 

achieve excellent, viable theatres as part of great placemaking. 

 

With a new Director appointed in January, we are currently undergoing an exciting time of change 

as we embark upon delivering a new vision and three year plan for the organisation.  This role 

offers an opportunity to contribute to shaping the organisation’s strategic direction and delivering 

on our objectives.  

 

 

Vision 

 

We believe that current and future generations should have access to good quality theatres where 

they can be inspired by, and enjoy, live theatre. 

 

 

Mission 

 

We are the national advisory public body for theatres. We champion the future of live theatre, by 

protecting and supporting excellent theatres which meet the needs of their communities. 

We do this through providing advice on planning and development, supplying resources, 

guidance and advice to make theatres sustainable and offering financial assistance through 

grants. We help people discover more about theatres and campaign for theatres at risk. 
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The Trust's principal activities in relation to theatres can broadly be expressed as: 

 Campaigning 

 Advice & Planning 

 Grants & Funding 

 Discovery 

Additionally we focus on two key activities: 

 Marketing and communicating the Trust's activities.  

 Raising more substantial funds to increase the potential for the Trust to intervene proactively 

for the cause of the UK's theatres. 

At the heart of the Trust is the ambition to make a positive, real difference. 

 

Background Information 

Set up by an Act of Parliament in 1976 to promote the better protection of theatres for the benefit of 

the nation, the Theatres Trust is an Advisory Arm’s Length Body of the DCMS. We are also a 

statutory consultee in the planning system; local authorities are required to consult the Trust on 

planning applications which include ‘development involving any land on which there is a theatre’.   

Theatres Trust is a source of expert advice on theatre use, design, conservation, property and 

planning matters available to theatre operators, local authorities, local community support groups 

and official bodies.   

 

Structure 

Theatres Trust is a small organisation with a wide remit.   

Currently, including the Director, there is a team of ten: three specialist Advisers covering 

Architecture, Planning and Theatres, together with a General Manager, Communications Co-

ordinator, Records Officer, Admin Officer, Resource Centre Manager and a Finance Officer.  The 

team is supported by freelance consultants, currently Marketing / PR and Heritage / Planning. 

There are fifteen Trustees from a wide range of backgrounds, who provide expertise and support.  

Trustees are appointed through the DCMS. 

Further information about the Trust can be found on our website www.theatrestrust.org.uk 

Theatres Trust is based on Charing Cross Road, London WC2H 0QL.  As well as office provision, 

this includes the Resource Centre, which not only holds the Trust’s archive and library, but also 

meeting rooms.  

 

Applications 

To apply, please download the Application Form and Job Pack. Please send your completed 

application to: 

The General Manager, Theatres Trust, 22 Charing Cross Road, London WC2H0QL at: 

corinne.beaver@theatrestrust.org.uk 

Deadline for applications: 12noon, Friday 4 August 2017. 

If you would be interested in discussing this role please email or phone either: 

Jon Morgan, Director: jon.morgan@theatrestrust.org.uk or Ross Anthony, Planning Adviser: 

ross.anthony@theatrestrust.org.uk / 020 7836 8591 

http://www.theatrestrust.org.uk/
mailto:corinne.beaver@theatrestrust.org.uk
mailto:jon.morgan@theatrestrust.org.uk
mailto:ross.anthony@theatrestrust.org.uk
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THE THEATRES TRUST 

JOB DESCRIPTION 

Planning Adviser 

 

Team Advisory Team 

Job Title Planning Adviser 

Line Manager Director 

Line Management and 

Contract Management 

Planning volunteers / students  

 

Summary of Role 

The Planning Adviser is responsible for managing the Trust’s statutory planning responsibilities in 

relation to planning applications and planning policy, and for developing positive and productive 

relationships with government, local authorities, planners, architects, theatre operators, local 

communities and supporters to develop our role as the national advisory public body for theatres. 

 

Principal Responsibilities 

 Planning, Placemaking and Policy Advice 

 Reporting  

 Theatres at Risk, Conservation and Advice 

 Communications and Engagement  

 

Planning, Placemaking and Policy 

Take a lead role in promoting the better protection of theatres and the role of culture and cultural 

facilities in placemaking. 

Assess planning and listed building applications and prepare written submissions and advice to 

local planning authorities (LPAs) in England, Scotland, Wales, as per the relevant DMPO. 

Engage with LPAs, developers, theatre owners and architects to provide pre-application advice. 

Recommend planning conditions and provide advice on drafting planning obligations. 

Prepare call-in and appeal statements, as necessary. 

Assess draft local plans, neighbourhood plans, and other relevant local planning documents and 

prepare written submissions and advice to ensure local policies promote and safeguard theatres.  

Prepare written submissions to national planning, cultural and heritage policy consultations, and 

select committee inquiries. 

Liaise with developers, Amenity Societies, theatre owners, statutory consultees and the general 

public on planning matters, and provide independent impartial and expert solutions to planning, 

conservation and theatre design issues. 

Undertake site visits and attend planning committee meetings, as needed. 

Attend and participate in meetings with organisations such as the Joint Committee of the National 

Amenity Societies, Welsh Heritage Group, National Planning Forum, etc. and contribute to the 

preparation of joint responses and statements to consultations. 
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Reporting 

Manage the legislative reporting requirements, including the preparation of the Annual Return for 

DCLG and Welsh Ministers, and quarterly monitoring reports for Historic England. 

Prepare and present papers for quarterly Council Meetings. 

Maintain records, minutes and reports on the Trust’s databases and file management system. 

 

Theatres at Risk, Conservation and Advice  

Support the Architecture and Theatres Advisers with planning advice as required. 

Prepare responses to heritage listing and certificate of immunity consultations in collaboration with 

the Trust’s heritage consultant.  

Contribute to responses to other consultations, enquiries, etc. that may affect theatres at risk or 

theatre operations. 

 

Communications and Engagement 

Represent the Theatres Trust at external and public meetings. 

Respond to public and stakeholder inquiries relating to planning policy and casework. 

Research, write and prepare planning and planning policy advice on theatres and respond to 

requests for specialist information. 

Contribute to and/or prepare press statements, and prepare articles for the Theatres Trust’s 

quarterly magazine and other publications. 

Liaise with other organisations whose casework and policy development activity overlaps with the 

work of the Theatres Trust. 

 

Additional Responsibilities 

Publicly represent the Theatres Trust as required in a prepared and professional manner. 

Work as a team member with other staff on other areas of the Trusts’ work as required. 

Maintain confidentiality and propriety. 

Attend staff and other meetings and liaise as required to ensure effective delivery. 

Undertake any other duties from time to time which may reasonably be requested. 

Ensure that the development and delivery of activities for and on behalf of Theatres Trust are 

consistent with its Equal Opportunities Policy, the Terms and Conditions of Contract and other 

company policies. 
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Employment Terms and Conditions 

• The salary for the Planning Adviser will be between £32,000 pa and £42,000 pa, 

dependent on the level of experience that the successful applicant brings to the post.  

• There will be an initial probationary period of 6 months, during which there will be a 

one week notice period.  Following the successful completion of this, there will be a 

three month notice period on both sides. 

• The place of work will be at the Trust’s offices at 22 Charing Cross Road, London 

WC2H 0QL, but on occasion it will be necessary to travel across England, Scotland 

and Wales in undertaking work.   

• This is a full-time position, based on 35 hours/week, but some evening and weekend 

work will be required.  There is no overtime provision but the Trust operates a time off 

in lieu (TOIL) system.  

• Holiday entitlement is 28 working days paid holiday each calendar year and all usual 

United Kingdom public and bank holidays. The Trust offices are currently closed during 

the period between 25th December and 1st January inclusive, and this is taken as 

additional paid holiday. 

• Theatres Trust operates a group personal pension scheme whereby the Trust 

contributes 14% of staff salaries.  Full details will be provided as soon as the candidate 

is in post.  
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July 2017 

 

Person Specification 

 

 

Job Title: Planning Adviser 

 

 

 

Essential Criteria 

 

Member of RTPI 

Experience of working in development management and the 

assessment of planning and listed building applications 

Experience in spatial planning, placemaking, development 

management policy and local planning 

Ability to appraise a development scheme to establish the relevant 

planning issues and identify solutions 

Understanding of planning issues and policy direction in England, 

and/or Scotland and/or Wales  

Confident and persuasive communicator with excellent verbal and 

written communication skills 

Ability to work as part of a team and to engage positively with staff, 

consultants, Trustees, supporters and hirers 

Ability to manage own time, prioritise, and be self-supporting in 

terms of administration  

Capacity to work flexible hours on occasion, including evenings or 

weekends when required, and to travel throughout the UK  

Good IT skills, including using databases 

Commitment to, and interest in, the mission of the Theatres Trust 

 

Desirable Criteria 

 

Interest or knowledge of theatre 

and/or theatre buildings 

Experience in heritage and 

conservation  

Membership of IHBC/ RICS/ 

RIBA or similar 
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Advice for applicants 

Please complete the application form electronically. If this is not possible, complete all sections 

neatly in black ink, bearing in mind that your form may need to be scanned and photocopied. 

Please make sure that you return your completed form to Theatres Trust by the specified time on 

the closing date. We do not consider late applications.  

Before you begin to draft your application, please read the job advertisement, the job description 

and person specification, addressing each of the criteria and competencies in the area of the 

application form which asks you to provide information in support of your application. Please state 

in your application whether you are able to attend an interview in central London on Wednesday 

16 August. 

The Theatres Trust Charitable Fund has a commitment to equality of opportunity for all and all 

applicants for every role are treated in exactly the same way. The generic application form is the 

sole mechanism we have for making our first selection and deciding whom we wish to invite for an 

interview. That means that we only consider the information that appears on the form. No 

assumptions will be made about your abilities, skills, experience, knowledge or qualifications so it 

is very important that your application form gives us the information we need and the information 

that you want to give us to demonstrate your suitability for the role.  

As an Equal Opportunities Employer we also ask that you complete the Equal Opportunities 

Monitoring Form which will remain confidential and will be separated from your application before 

assessment.  

 

Recruitment Timeline  

Stage Date 

Accepting applications  12 July 2017 

Application deadline* 12 noon,  

Friday 4 August 2017 

Interviews  Wednesday 16 August 2017 

*Please note, late applications will not be accepted.  
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Theatres Trust Staff Structure 
  

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

Planning Adviser 

Director 

Theatres Adviser 

Communications 
Co-ordinator 

Finance Officer General Manager 

Records 
Officer 

Architecture Adviser 

Chair and Trustees 

Secretary of State for Culture 
(DCMS) 

Resource 
Centre  

Manager 

Admin Officer 


