	ROLE EXPECTATION



	Job Title


	Plans Reports Officer

	Responsible to


	Plans Reports Manager

	Purpose of Role


	To provide efficient support in accordance with set procedures and guidelines.


	Key Tasks
	· To undertake the ordering of Plan Reports
· Liaise with clients and Registers of Scotland in connection with requests and queries
· To ensure all work is processed in accordance with service standards and company procedures



	Objectives
	· Ensure all work in completed within the clients Service Level Agreements
· To issue all correspondence on the day it is dated
· Identify new processes that will enable the Plan Reports processes to continue to be streamlined
· The Post-holder may be required to undertake other reasonable duties in order to progress the needs of the Company as instructed from time to time by their Manager
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