


JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE:	Licensing Officer

DIRECTORATE:	Place Transformation

UNIT:	Environmental Health, Licensing & Resilience

GRADE:	8

RESPONSIBLE TO:	Principal Licensing Officer

RESPONSIBLE FOR:	No-one


MAIN PURPOSE OF THE JOB:

To work as part of the Licensing Team, within the Environmental Health Service, which  is responsible for administering and enforcing a variety of licensing regimes including those related to hackney carriage and private hire operators, drivers and vehicles, alcohol, entertainment, late night refreshment, gambling, street trading, pavement licenses, scrap metal, animal welfare, sex establishments and any other regulatory regime that may fall within the domain of the team or the wider service area as a result of changing legislation.

The post holder will work under the general direction of the Principal Licensing officer to ensure the effective and efficient running of the licensing service, discharge the Council’s statutory duties in respect of a range of licensing functions and ensure the proper and appropriate enforcement of the relevant licensing regimes. 

The section contributes to the work of the Environmental Health Service not only to fulfill statutory functions and respond effectively to customers, but also to assist in the delivery of relevant corporate objectives.


MAIN DUTIES:

1. Responsible for dealing with all application types under several licensing regimes administered by the Council in accordance with the relevant legislation, policies, guidance and case law as applicable. 

2. To protect the public by being responsible for ensuring the effective enforcement of the licensing regimes that are the responsibility of the Team in accordance with the relevant legislation, policies, guidance and case law. 

3. Maintain, update and ensure the accuracy of the Council’s records relating to the licensing function and ensure that appropriate records are available for public and / or internal inspection. To ensure that all fees and charges are collected as required and accurately recorded. 

4. To either deal with all the administrative, technical and associated functions relating to the licensing administration including the collection of fees, conducting interviews, arranging for DVLA and DBS checks on applicants for licenses and taking appropriate actions as necessary, or provide professional support to assist any junior officer or technical officer in doing so. 

5. To undertake inspections of individuals, premises or vehicles licensed by the Council.

6. To conduct  formal interviews of individuals applying for licences, as part of any set disciplinary process or in accordance with the Police and Criminal Evidence Act 1984 where an individual is suspected of a criminal offence, or take statements from witnesses as part of an investigation. 

7. To prepare and present reports for the Licensing Committee or a sub-committee, write witness statements and give evidence either at committees or before relevant Courts. 

8. To conduct to a professional standard investigations into criminal offences or  breaches  of licensing requirements in accordance with relevant PACE provisions, The Regulators Code and Regulation of Investigatory Powers Act (RIPA) 2002.

9. To compile reports, statements, schedules, etc. for the consideration of licence determinations, prosecutions, simple cautions, suspensions and revocations in  accordance with established procedures, in some cases leading to the presentation of evidence in court or licensing hearings/panels.

10. To liaise with other public bodies and responsible authorities, including carrying out joint operations, in order to ensure the effective enforcement and regulation of licensed business activities and associated conduct. 

11. To have direct contact with, and the skills necessary to communicate with, licensees, applicants, legal  representatives, the public, complainants, victims of offences, responsible authorities and elected members. To act as a mediator between members of the public, responsible authorities and applicants in respect to contentious licensing matters to find satisfactory solutions. 

12. To be responsible for handling sensitive personal data in confidence and compliance with relevant legislation and council policies. 

13. To be responsible for handling own case work and to make day to day decisions on own cases in accordance with the post holders skills and knowledge, as agreed either with a relevant senior officer and escalating non-routine cases to the Principal Licensing Officer or other senior officer. 

14. To proactively work to ensure the continuous improvement and performance of the Licensing service by contributing to the formation, review and update of license conditions, procedures and policies.

15. To be responsible for the collation of statutory returns and other similar data and requirements that may be expected to be provided on weekly, monthly, quarterly or annual frequencies 

16. To be responsible for their own knowledge, learning and development in experience within the realm of Licensing and carry out own learning or undertaking training as required,

17. To safeguard children, young people and adults at risk and make referrals to the appropriate agency. 


NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A 	-	Application
I	-	Interview
T	-	Test
D	-	Documentary 		Evidence

	Qualifications & Training
	 Educated to A level standard (or equivalent) or commensurate experience 

Possession of recognised qualification(s) related to local authority licensing functions e.g.
Certificate of Higher Education in Licensing Law, Professional Licensing Practitioners Qualification;
Basic Vehicle Inspection Course for Private Hire and Hackney Carriages;

	E



D
	

	Experience
	Experience of working in licensing within a local authority; 

Experience of conducting interviews; 

Experience of carrying out the administrative functions of a licensing team;

Experience of conducting inspections of licensed premises;

Experiences of conducting inspections of vehicles and an understanding of basic vehicle mechanics and workings

Experience of conducting presentations;

Experience of handling complaints;

Experience of producing written reports, letters and other formal documents.
	E


E

E



E
 

D




E


E

E
	

	Knowledge

	Knowledge of licensing and/or enforcement procedures within a local authority;

Knowledge of the data protection Act and how it applies to the role;

Knowledge of interviewing under PACE;

Knowledge of all relevant licensing legislation and legislation affecting licensing;

Knowledge of the Licensing Act 2003, the Gambling Act 2005, Scrap Metal Dealers Act 2013, all relevant legislation relating to the licensing of private hire and hackney carriages.

Understanding of safeguarding issues, modern slavery, equalities and other risks to the safety of members of the public.
	E



E


E


E



E





E
	



	Competences
	Customer Focus

· Takes a customer service approach to service delivery taking into account the regulatory nature of the role;
· Able to deal effectively with challenging customer situations;

Outcome Driven

· Assesses and handles risk effectively;
· Able to plan and prioritise to meet statutory and organisational deadlines;

Problem Solving & Decision Making

· Takes ownership of problems; 
· Demonstrates initiative and uses good judgement;
· Able to identify potential problems, find solutions and escalate appropriately;
· To apply legislation and policies to the facts of a case to determine reasonable outcomes or options.

Change & Adaptability

· Takes a positive attitude towards change;

	E









E







E














E


	

	Skills & Abilities
	Communication

· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face;
· Able to confidently present evidence in court;
· Able to conduct an interview (ideally under PACE);
· Able to deal with difficult customer situations professionally with tact and diplomacy;
· To deal with sensitive and/or distressing conversations and situations with victims of crime. 
· To deal with situations of conflict either in public or during interviews.

Team Working

· Able to build effective, supportive working relationships;
· Demonstrates a flexible approach to work;
· Contributes positively within a team environment;
· Willing to learn and assist other team members;
· Able to self-motivate and work with limited day to day supervision;

Quality of Work

· Strives to produce written work of a high quality with a good attention to detail;
· Demonstrates the ability to write clear, concise and accurate reports;
· Demonstrates accuracy, and a systematic and thorough approach to following processes, record keeping, document control and filing;


IT/Technical Skills

· Able to use all Microsoft Office systems to a good standard;
· Able to quickly grasp the use of specialised computer packages;
Able to use bespoke computer systems use to monitor and record Licensing information (eg. Idox, Mogo).

Research & Analytical Skills

· Able to assess and investigate inconsistencies in information; 
· Able to analyse and interpret relevant Council and legislative procedures, and best practice in respect of Licensing;
· Demonstrates investigative and analytical skills;
· Ability to read, review and apply relevant legislation and policies. 


	E























E














E















E












E
	

	Other Requirements
	Driving licence and access to a vehicle for work purposes;

May be required to work outside normal office hours including weekends, evenings and public holidays; and there will be an element of lone working required for the role.

Presents a neat and tidy appearance;
	E


E






E


	




COMPLEXITY AND CREATIVITY

The post-holder is required to understand the legislation and regulations governing licensing and to be able to apply this knowledge to different circumstances.




JUDGEMENT AND DECISIONS

The post holder is required to evaluate potential risks and consequences with each and every decision made as each situation may present many complex risks. The post holder should be guided by legislation and policy with an ultimate aim to prevent any risks to the safety of the public, whilst balancing  a heavy caseload of conflicting workload priorities . The post holder must review their case load regularly to ensure that it is managed to prevent public safety risks or financial and reputational loss to the Council. 


CONTACTS (INTERNAL 20% EXTERNAL 80%)

Internal: 

Predominately colleagues in Environmental Health, Planning, Building Control Units and Customer Services.

External:

Middle and top management in business, legal representatives and other persons enquiring about / applying for the various types of licence.

Hertfordshire Police and Fire & Rescue Services, Trading Standards, Home Office, DBS, vehicle testing stations, VOSA and similar organisations.
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