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Job Description
	Post Title
	Technical Enforcement (Licensing)
	Grade
	Scale 4/5/6/SO1 (SCP 7--25)
Bars at SCP 18 and SCP 23.  Progression subject to qualifications, competencies and experience.

	Post No
	1950
	Other Payments
	None

	Directorate
	Resources Directorate
	Hours of work
	37

	Team
	Environmental Health
	Contract Period
	Permanent

	Responsible to
	Licensing Manager
	Supervisory
Responsibility for
	-

	

	Job Purpose

	
· To reduce the impact of injury, harm and nuisance to people in the business and residential communities of Fylde and visitors to the Borough.
· To achieve compliance with statutory standards and legal requirements through inspection, investigation and enforcement in an effective, efficient and safe manner.
· To raise awareness across the Fylde business and residential community of the regulatory requirements, initiatives, principles and best practices in relation to the protection and promotion of public health. 
· To demonstrate a professional and positive manner at all times and champion the success of the Environmental Health Service and the wider authority.


	Responsibilities and Duties

	
· To carry out a range of duties appropriate to the section, including investigation in response to service requests and statutory notifications, health promotion/education, inspections of premises and vehicles, sampling, provision of technical advice, licensing/registering premises, maintaining statutory public registers.
· To maintain and update information systems, including those which are computer based, prepare correspondence and carry out other administrative duties relevant to the Service.
· Responsible for the processing of licence applications, permits and consents  relating to the sale of alcohol, provision of regulated entertainment, taxis and private hires, gambling matters and charitable collections.
· Prepare licences and provide updates on applications.
· Advice applicants, businesses, members of the public and agents representing applicants regarding licence application procedures.
· Ensure that records of applications and licences are maintained efficiently through the input of accurate data into the licensing database.
· Maintain confidentiality in respect of all licence applications and other related matters at all times.
· Produce schedules of licence applications.
· Deal with enquiries face-to-face, by telephone, and email.
· Ensure financial procedures are followed and payments taken where necessary to issue licences in accordance with council policy and procedures.
· Liaise effectively with other members of the licensing team to ensure any issues are dealt with promptly and effectively.

· Keep up to date with legislation, legislative changes and council policies relating to the processing of licensing applications.
· To operate and maintain all equipment and instrumentation used in conducting inspections and investigations, including monitoring devices, overt and covert surveillance equipment. 
· To prepare letters and reports in accordance with statutory and internal guidance in order to achieve compliance with relevant legislation.
· To undertake formal enforcement action, in accordance with relevant statutes and guidance, serving notices (including Fixed Penalty Notices), gathering evidence including taking witness statements, preparing cases, attending court and tribunals as a witness.
· To participate in the development of procedures and work instructions, and maintain documented quality management systems consistent will the effective and efficient operation of the Service.
· Maintain and collate statistical information relevant to the Service for annual returns, performance indicators and the Service Plan.
· Contribute to service delivery and development through achievement of performance targets identified in the service plan, performance review and team meeting processes.
· To liaise with other council teams and partner agencies and contractors as part of a multi-agency approach to tackling public health and protection-related issues and to educate and raise public awareness of environmental, safety and health issues and their impact.
· To represent the Service at meetings with external agencies and the public as required. 
· To effectively deal with customer enquiries/complaints and follow up enforcement issues.
· To assist in the promotion and management of the wider public health agenda through the development and delivery of seminars, campaigns, displays and training/education initiatives.
· To undertake such other duties commensurate with the grading and responsibility of the post as may be necessary for the efficient and effective operation of the Service.
· To undertake personal training and development in accordance with service requirements, as identified through appraisal and in accordance with professional requirements.
· To assist in the training and development programmes of other staff and students.
· To undertake necessary out of hours work, including response to emergency 


	Prepared by:  Chris Hambly
	Date:  October 2015





	


	
Person Specification










	POST TITLE: Technical Enforcement Officer (Licensing)

	

	DIRECTORATE:  Resources 		POST NO: TBC



	COMPETENCIES 
(All competencies listed are essential to the post)   
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS
· Treats employees as customers
· Puts the customer first and values the customer in everything they do
· Is professional, polite and friendly at all times
· Appreciates the customer is the only reason there is a job
· Challenges whether the existing ways of doing things meet customer need
	
Application form / interview

	WORKING TOGETHER 
· Promotes effective working across different service areas
· Accepts and provides constructive challenge
· Is an effective team player
· Demonstrates the ability to learn from others
· Focuses on solutions rather than problems
· Works with others to deliver great performance
	
Application form / interview

	EFFECTIVE COMMUNICATION
· Clearly explains the reasons for decisions made
· Open, honest and transparent in all communications
· Champions success at every opportunity
· Demonstrates the ability to listen and understand
· Never ‘bad mouths’ the organisation
· Contributes to feedback and engagement at work
	
Application form / interview

	PRIDE & INTERGRITY
· Demonstrates enthusiasm and personal commitment
· Takes pride in working for Fylde Council
· Enjoys the work they do in their chosen career
· Has respect for others at all times
· Appreciates and values the opinion, interests and views of others
· Always represents Fylde in a positive manner
	
Application form / interview

	STRONG LEADERSHIP MANAGEMENT 
· Is always accessible and approachable
· Leads by example and always displays a positive attitude
· Motivates, encourages and supports others to achieve their best
· Has a strong focus on doing what is best for the organisation
· Manages change as part of the ‘day job’
· Makes creative suggestions about how to do things better
	
Application form / interview




	QUALIFICATIONS
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT 

	
Level 1 
· Good general level of education with the ability to demonstrate appropriate levels of workplace literacy and numeracy competence
· An understanding of Information Technology systems including (as a minimum) the use of e-mail, internet and basic software (such as MS Word / Excel).
· or equivalent in a relevant subject area.
· Institute of Licensing Professional Licensing Practitioners Qualification, NALEO Qualificationor equivalent in a relevant subject area 

Level 2 
· Institute of Licensing Professional Licensing Practitioners Qualification, NALEO Qualificationor equivalent in a relevant subject area 

Level 3 
· Certificate of Higher Education in Licensing Law 
· Post graduate Diploma in a relevant subject area eg. Acoustics, Environmental Protection, NEBOSH Diploma or Certificate in Occupational Health & Safety or equivalent 
· A first degree or equivalent in a relevant subject area 
· BTech in Environmental Health , NVQ Level 3 or equivalent in a relevant subject area 
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	SKILLS / KNOWLEDGE / EXPERIENCE
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT 

	Level 1 and 2 
· Able to demonstrate a good knowledge and understanding of Licensing legislation.
· Experience of successfully working with diverse teams across an organisation
· Experience in dealing with and investigating customer enquiries and complaints at all levels 
· Able to demonstrate satisfactory preparation of correspondence and reports etc., with the minimum of supervision.
· Capable of dealing with the public and representatives of the private sector organisations with tact, and with firmness when required.
· Experience of working to deadlines and targets
· Knowledge and understanding of the legal issues governing the procedures for the investigation and prosecution of offences including Police and Criminal Evidence Acts, Criminal Procedures and Investigations Act and the Regulation of Investigatory Procedures Act 
Level 3 Above plus 
· 3 years experience in local authority or other regulatory service
· Able to demonstrate the meeting of targets and performance criteria.
· Proven track record of working in a customer service environment
· Able to demonstrate outputs consistently high in terms of quantity and quality.
· Experience of working in a local authority or other regulatory service
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Other Requirements 

· A current, clean driving licence. 
· A positive, professional and flexible approach to the role in delivering the needs of the service.


	
DATED: OCTOBER 2015
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