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	Job Title 
	Planning Team Leader 

	Location
	Warrington Office

	Reports to
	Head Of workflow & Customer Service

	Subordinates
	Planning Administrator Team

	

	New Position
Replacement

	Full-time
 Part-time
 

	Hours: Min 37.5 / week
Start Time: As required
End Time: As required

No of People in company _____
No of people at location   _____


	

	GENERAL DESCRIPTION

	
The Planning Team Leader is responsible for leading and developing the planning function, ensuring the effective coordination, scheduling, and optimisation of operational activities. The role requires strong leadership and planning expertise to drive operational efficiency, manage resources effectively, and support the achievement of business objectives while delivering an excellent customer experience.


	KEY RESPONSIBILITIES

	

	 
Work collaboratively with key stakeholders across the Operations team to understand business requirements and ensure planning activities support operational objectives. 

Lead, motivate, and develop the Planning Team to deliver high levels of performance and excellent customer service. 

Monitor and review team performance against key performance indicators (KPIs) using agreed performance management tools.
 
Prepare, analyse, and present reports to evaluate departmental performance and identify opportunities for improvement. 

Conduct regular one-to-one meetings, team meetings, and performance reviews to support employee development and business objectives. 

Review customer and engineer feedback, identifying trends and implementing process improvements to enhance the customer experience. 

Ensure the effective management and scheduling of ad hoc work, maximising engineer availability and utilisation. 

 Maintain responsibility for medium and long-term planning models across operational regions, working cross-functionally to ensure accuracy and effectiveness. 
Produce accurate workload forecasts to determine resource requirements, balancing service delivery, cost efficiency, and operational performance. 

Drive continuous improvement initiatives to improve planning processes, productivity, and service delivery. 

Support the Service Delivery function and provide cover when required in the absence of the role holder.

COMPETENCIES REQUIRED      

	 Ability to inspire, engage, and motivate others 
 
Strong leadership skills with a customer-first approach 

Integrity and professionalism 

Coaching and employee development skills 

Sound judgement and decision-making ability 

Effective information management 

Excellent planning and organisational skills 

Strong problem-solving and analytical abilities 

Ability to work under pressure and manage competing priorities 

Flexibility to support wider operational functions when required


	COMPETENCIES DESIRED 

	Knowledge of electrical and/or M&E service delivery 
Experience of workforce planning and resource optimisation 
Understanding of people management policies and processes 
Professional management or customer service qualification 
Experience working within a service-driven operational environment


	EDUCATION REQUIREMENTS

	· Good standard of general education
· Strong IT and keyboard skills
· Proficiency in Microsoft Office applications, particularly Excel



	REMUNERATION

	Annual Salary
	

	Incentive and Reward
	

	Any other additions such as vehicle / phone / laptop:
	

	Annual Leave
	
· 23 days leave per annum
· Statutory bank holidays



	Reviews
	An annual review will be held
Interim reviews can be requested by either Post holder or the Company if required

	ADDITIONAL COMMENTS ON THE ROLE / COMPANY 




Name.....................................................................................


Signed....................................................................................


Date..............................................
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