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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Licensing Officer

	GRADE:
	SCP 28-31

	POST NUMBER:
	6952A

	RESPONSIBLE TO

	Health, Parking and Community Safety

	JOB SUMMARY:

	Team Leader – Environmental Protection and Licensing

	ROLE REQUIREMENTS:
	To undertake Licensing and associated compliance/enforcement work under current policy, legislation and guidance. The main responsibilities being the determination, inspection, enforcement, and review of the following consents/licenses;

· Taxi licensing  - hackney carriage and private hire
· Street display & collections

· Street trading

· Scrap metal dealers and collectors

· Alcohol, late night refreshment, and regulated entertainments

· Gambling
· Sexual entertainment venues 

· Sex shops

· Funfairs

· Markets

	1.
	To deputise for the Environmental Protection and Licensing Team Leader in their absence. This will include preparing and presenting comprehensive reports and papers to a range of bodies including the Licensing and H&S Committee and sub committees as well as providing leadership and guidance to the team (and Business Support Team) to ensure the licensing service is delivered in a professional, timely and consistent manner.

	2.
	To participate and lead as appropriate on assigned corporate projects and through the role specific duties outlined below and assist the Health, Parking & Community Safety service and Council achieve its wider community ambitions.

	3.
	To lead in specific areas of licensing as directed and agreed, and to manage the risk associated with those specific licensing areas,.

	4.
	To support the operational delivery of an excellent and coordinated range of services to residents, businesses and visitors to the Borough relevant to the specified part of the Health, Parking & Community Safety service. 

	5.
	To support the Council’s key partners relevant to Health, Parking & Community Safety Service and wider Council strategic goals.

	6.
	Role specific

	7.
	To organize, manage and prioritise a significant workload across a diverse range of licensed functions with minimal direction and supervision. Including the determination of suitable courses of action in light of legislation, procedure, best practice and efficiency needs.

	8.
	To have and maintain a good working knowledge of current legislation, government guidance and good practice regarding licensing and associated legislation (i.e. Environmental Protection Act 1990)

	9.
	To receive and investigate licensing related complaints in a timely manner, ensuring compliance and utilising appropriate guidance, legislation, and best practice. 

	10.
	To undertake inspections in relation to all licensable activities to ensure compliance and take appropriate action if required to achieve it. Such inspections should be undertaken in accordance with relevant policies and procedures, and full use made of the computer database for recording details of visits, conversations, observations, actions etc.

	11.
	To take appropriate enforcement action where necessary and in accordance with relevant policy and procedures. This includes conducting PACE compliant interviews under caution, preparation of prosecution files, legal notices, committee and hearing reports, schedules and correspondence etc. Make full use of computer databases for recording details of all such actions.

	12.
	To process and advise on applications, correspondence and enquiries, and to maintain confidentiality including to issue licenses, consents, plates, and ID badges as appropriate. The latter decisions being based on the relevant licensing objectives including; public safety, prevention of crime and disorder, protection of children from harm, prevention of public nuisance, and so on.

	13.
	To ensure all duties are carried out in a legal, professional and customer focused manner.

	14.
	To deal with members of the public, trade members, forums via email, the telephone and in person. Also, to answer correspondence with the public, solicitors, the trade, other Council officers, elected members and Responsible Authorities

	15.
	To represent the HPC service and Ashford Borough Council as required on multi-agency groups/conferences and regional groups, including but not limited to; Kent and Medway Licensing Steering Group, Institute of Licensing South East Conference, Serious Organised Crime Working Group, Community Safety Unit, Enforcement operations with Trading Standards/Immigration/Kent Police and AWPAC Pub Watch

	16.
	To set-up and run public groups, such as the Taxi Forum, in order to seek the views and input of the respective trade groups into licensing operations and policy development.

	17
	General 

	18
	To undertake and assist, as directed by the line manager, reviews of licensing policy, procedure and practice against legislation and best practice, and where relevant recommend policy updates through the Cabinet process.

	19
	To prepare legal cases and appeals and give evidence in court, hearing, and committees as required in connection with the regulatory duties associated with the post.

	20
	To liaise with members, other services, responsible authorities, trade representative, other agencies and other parties as relevant to the above roles. 

	21
	The applicant will be required to carry out duties outside normal office hours and at weekends.

	22
	To maintain relevant standards of Continued Professional Development and support others within the Service to develop their knowledge and skills as appropriate. 

	23
	To undertake training and qualifications appropriate to the requirements of the post. 

	24.
	The applicant will be required to travel around the borough as part of their role and maintain a full UK driving licence.

	25.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	26.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	27.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	28.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	29.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	30.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 

Essential User
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PERSON SPECIFICATION
	JOB TITLE:
	Licensing Officer  



	POST NUMBER:
	6952A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Educated to A-level standard (or equivalent) with minimum GCSE level (or equivalent) in Mathematics and English

Institute of Licensing: Licensing Practitioners Qualification (or equivalent) or the ability to undertake and complete upon commencement of contract.

Training and continued professional development relevant to the regulatory nature of the role, and/or licensing.
	Additional qualification(s) relevant to local authority regulation, licensing, or environmental health 



	EXPERIENCE
	Minimum 2 years experience within a Licensing or Environmental Health setting

Enforcement experience including knowledge or RIPA, PACE, CPIA and presenting cases/evidence at hearings and court.

Experience in writing/preparing detailed reports, hearing papers, and prosecution files.

Experience in dealing with formal legal and administrative procedures
Experience of dealing sympathetically, positively and fairly with customers or clients and experience of dealing with difficult customers and situations. 
	Experience within a Licensing Officer position.

Experience using MVM M3 database, or equivalent

Experience in assisting or developing procedures and policy



	SKILLS & KNOWLEDGE
	High level of IT skills.  Particularly word-processing, spreadsheets, powerpoint, and database entry.

Detailed knowledge of licensing provisions and local authority licensing functions relevant to this post

Ability to communicate effectively both orally and in writing.  To have excellent telephone and customer care skills.  

Ability to demonstrate understanding of and a commitment to Ashford Borough Council’s Equal Opportunities Policy and Practice.

Ability to present written and verbal information in a logical and coherent manner including compiling complex reports and statements.

Ability to organize, manage, and prioritise workloads.  It is essential that the person can work under pressure and meet deadlines within minimal supervision.

Ability to work as an effective team member.

Ability to work effectively with other groups, agencies and individuals relevant to licensing e.g. Kent and Medway Licensing Steering Group and Kent Police.
	

	OTHER REQUIREMENTS
	Excellent interpersonal skills and the ability to deal with people with tact and diplomacy

Clear thinking, self-reliant and willing to accept responsibility for decisions made

Able to cope with confrontational situations and achieve results through negotiation 

Good sense fairness and able to make balance enforcement decisions
	Membership of relevant professional body

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

Ability, when required, the work outside normal office hours, including evenings and weekends.

Ability to be sufficiently mobile around the Borough to carry out the requirements of the job, including a full UK driving licence.




	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






