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	ASHFORD BOROUGH COUNCIL

	JOB DESCRIPTION



	JOB TITLE:
	Regulatory Compliance Apprentice (Environmental Health)

	GRADE:
	SCP 12- 15

	POST NUMBER:
	7119A

	RESPONSIBLE TO	
	Team Leader

	JOB SUMMARY:	
	To work within a defined area of the Environmental Health service area (Food and Safety, Private Sector Housing, Licensing, or Environmental Protection) delivering the councils statutory and discretionary responsibilities.

	ROLE REQUIREMENTS:
	

	1.
	Dealing with relevant Environmental Health complaints and requests for service from residents, visitors and other businesses and investigating them in line with local practice, good practice guidance, statutory guidance, and relevant legislation.

	2.
	Liaising with internal departments and external agencies where case referrals are necessary.

	3.
	Working with businesses and others to provide information, guidance and advice to help them comply with relevant legislation and achieve compliance.

	4.

	Inspecting, auditing, and monitoring compliance in relation to the varying Acts and Regulations which apply to the defined area of Environmental Health, including assessing the risks/hazards to public health, safety, or of nuisance presented by non-compliance.

		5.
	To make written recommendations/reports and provide the supporting intelligence and evidence for Officers in relation to suspected non-compliances and offences

	6.
	Collecting and analysing data to build a picture of compliance, to allow the targeting of resources and enforcement.

	7.
	To plan, organise and prioritise own workload, completing weekly schedules and co-ordinating tasks with team members.

	8.
	Managing relationships with businesses, other stakeholders, and providing good customer service

	9.
	To assist in developing policies, procedures and good practice guidance.

	10.
	To maintain the case management system and run accurate report, using and understanding the Arcus Salesforce system.

	11.
	To update web pages and liaising with communications team as necessary

	12.
	To attend meetings as and when requested in line with the relevant Environmental Health team.

	13.
	To support the work of colleagues within the wider service, including undertaking administrative tasks, visits, etc.

	14.
	Equal Opportunities
a)	To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.
b)	To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	15.
	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.

	16.
	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.

	17.
	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.

	18.
	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.

	19.
	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. 

	20.
	Additional Duties
To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 
Apprenticeship requirements
There is a requirement for the post holder to study and complete the Level 4 Regulatory Compliance Officer apprenticeship, which is a typically based over 24-months

Essential Car User 
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PERSON SPECIFICATION


	JOB TITLE:
	Regulatory Compliance Apprentice (Environmental Health)

	POST NUMBER:
	7119A




	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Good educational background –including English, Science, and Mathematics to a minimum of GCSE Grade 4 or equivalent. 

Desire to progress and develop regulatory skills through further education, qualifications, and training

	Qualifications and training applicable to the Environmental Health role.



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

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 of local government

An understanding of housing/property construction and disrepair


	SKILLS & KNOWLEDGE
	High level of IT skills. 

Particularly word-processing, spreadsheets, PowerPoint, and database entry.

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.

	

	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 of fairness and able to make balance enforcement decisions

Ability to multi-task

Ability to be flexible

	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  
Ability, when required, to work outside normal office hours, including evenings and weekends.
UK driving licence, and provision of a car insured for work use.
Ability to carry out tasks commensurate with relevant site inspections, such as being able to ascend/descend a ladder to inspect industrial plant, as well as lifting manhole covers as required.
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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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