JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE:




Licensing Support Officer 
DIRECTORATE:



Environment
UNIT:





Environmental Health & Licensing
GRADE:




10
RESPONSIBLE TO:
Principal Licensing Officer 
RESPONSIBLE FOR:


No direct reports
MAIN PURPOSE OF JOB:

Working within the Licensing Team this role will provide technical, practical and administrative support to the Licensing Officers 
MAIN DUTIES:   

· Handling initial enquiries on a range of Licensing matters, including requests for services, licence applications, complaints and queries from members of the public and assist in their triage and allocation to the correct Officer. 
· Undertaking a range of administrative functions predominantly related to the receiving, validating and processing of licence applications ready for determination (grant, refusal etc.) and the issue of documentation, licences, plates, badges and other paraphernalia.  

· Recording all information received in relation to licence applications and entering this onto the Council’s relevant licensing databases, electronic and paper files.  
· Maintaining and monitoring relevant Council databases to ensure that licence renewal reminders are sent out in a timely manner and updated documents required to be retained by the Council are recorded.  
· Providing advice and guidance on routine licensing matters, such as requirements to hold a licence, the application to process and where to obtain further information.

· Assessing and understanding all information received and to promptly resolve as necessary or refer more complex matters to Licensing Officers for resolution.
· Liaising with licence holders, applicants for licences, members of the public and other public sector organisations working in partnership with Hertsmere Borough Council.

· Taking payments for chargeable services, invoicing and other financial related duties.
· Safeguarding children, young people and adults at risk and making referrals to the appropriate agency.
· The post holder may, in liaison with their line manager, be expected or allowed to concentrate on one specific area of licensing to acquire detailed knowledge of that area in order to achieve proficient performance.  However, the post holder is expected to be willing to undertake relevant training and learning to cover all aspects of the licensing service in order to support the service area and licensing officers. 
NOTES

This list of duties is not exclusive or exhaustive, and the post holder may be requested to perform other duties commensurate with their 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
- 
Documentation

	Qualifications & Training
	Educated to GCSE or equivalent
	E
	D

	Experience


	Proven office and practical experience relevant to the main duties of the post
Experience of working in an administrative role in a licensing or other regulatory environment 
	E
E
	D
I

	Knowledge

	knowledge of Licensing processes and procedures
Local knowledge of Hertsmere Borough.

General knowledge of legal procedures including cautions, statement taking and continuity of evidence.

	D
D
D
	I
I

I

	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Strives continuously to exceed customers’ expectations

Outcome Driven

· Assesses and handles risk effectively
· Able to plan and prioritise to meet statutory and organisational deadlines
· Effectively manages resources to achieve results

Organisational Focus

· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.

· Uses evidence and best practice to achieve results

Problem Solving & Decision Making

· Takes ownership of problems 
· Demonstrates investigative and analytical skills

· Demonstrates initiative and uses good judgment 

· Able to identify potential problems, find solutions and escalate appropriately

· Able to find innovative solutions to service challenges
· Able to read legal or technical information and apply it effectively to practical circumstances. 
Change & Adaptability

· Takes a positive attitude towards change

· Takes a positive approach to successfully managing change

· Encourages others to embrace and contribute to change

· Enables change to happen with minimal impact on service delivery
	E
E

E

E

E
	I
I

I

I, T

I

	Skills & Abilities
	Communication

· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face

Team Working

· Able to build effective, supportive working relationships

· Demonstrates a flexible approach to work

· Contributes positively within a team environment

· Willing to share skills, experience and knowledge to develop other team members

· 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 accuracy, and a systematic and thorough approach to 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
Literacy and understanding
· Ability to comprehend technical and legal requirements in order to process applications and advise customers and the public. 

· Ability to express in writing and verbally as necessary, the legal requirements relevant to licensable areas. 
	E

E

E
E

E
	I
I

I

I
I

	Other Requirements
	Presents a neat and tidy appearance.

Willingness to learn, read and understand complex legislative requirements and policies.
Driving license and car owner
Able to work outside normal working hours on occasions.
	E
E

D
D
	I


COMPLEXITY AND CREATIVITY

The post holder will be required to understand a wide range of Licensing processes/operations. They will need the knowledge and experience to support licensing officers with the more basic elements of their work. They will need to be able to understand legal regulations and have the ability to develop their knowledge of technical subjects relevant to the field of licensing.
JUDGEMENT AND DECISIONS

The post holder will need to be able to work on their own initiative and make decisions appropriate to their role. They will be expected to proactively manage cases and to ensure that legislative or policy standards and time scales are met, or when due to expire dealt with appropriately. The post holder will be required to learn, understand and keep up to date knowledge on the appropriate legislation and policies applicable to their area of work and provide advice or guidance on a day-to-day basis to both internal and external customers. They need to judge when to refer more complex/difficult matters to Senior Staff for resolution. The post holder must be aware that inaccurate advice or guidance could have reputational and/or legal consequences, impact the business of an individual or put at risk the safety of the public.
CONTACTS (INTERNAL 30% EXTERNAL 70%)

INTERNAL:
All Hertsmere staff 

EXTERNAL:
Licence holders, applicants for licences, members of the public, local businesses, other regulatory/Governmental organisations, e.g. Police, HSE, Trading Standards.
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