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JOB DESCRIPTION
Post Title: 			Regulatory Support Officer			
Team: 			Environmental Health, Licensing & Resilience 				
Length of assignment: 	Permanent
Grade:  			9	
Responsible to: 		Environmental Health Manager (Commercial)
Supervising: 		None 

INTRODUCTION
To provide technical support across the Commercial team within Environmental Health with a particular focus on the broad range of food hygiene and food safety functions; health and safety; animal licensing administration; infectious disease control; and advisory functions.  
Work in collaboration with other staff, teams and agencies aligned to the achievement of the Council’s responsibilities, such as linking with and supporting work carried out by Community Engagement Officers.

SPECIFIC RESPONSIBILITIES
Food
1. Review new food registrations to liaise with businesses within five working days of receipt of registration, and signpost to relevant advice and guidance. 

2. Conduct research to identify businesses that do not progress or have ceased trading.

3. Identify new food businesses that have not registered and liaise to ensure registration is submitted.

4. Update the management information system (MIS) with actions.

5. Co-ordinate and support participation in national sampling programmes, supporting senior officers with follow up action and entering results on to the MIS.

6. Support officers in delivery of Food Standards Agency campaigns and food incidents.

Health and Safety
7. Support project and investigatory work initiated by senior officers.

8. Monitor RIDDOR notifications and accept reports for review or investigation, by allocating to the appropriate officer or agency; and support investigations as directed.
 
Infectious disease control
9. Co-ordinate the council’s response to illness notifications, initiating escalation where required; and supporting officers in the investigation of outbreaks through collation and review of completed investigation forms, conducting interviews, organising clinical samples and undertaking food and environmental sampling, where appropriate. 

10.	To review all information sources to identify and contact cases, through phone calls, emails and district visits within specified timeframes. To be able to use initiative to use other communication methods, other council information routes and visits to relevant locations.
11.	Escalate and follow up issues as identified through formal notifications and alleged food poisoning to investigate possible links and emerging outbreaks.
Public Health
12. Support the coordination and administrative arrangements for essential community welfare provisions and public amenity services in accordance with statutory responsibilities and Council policy.
13. Assisting the designated senior officer for essential community welfare provision and public amenity services, with oversight, liaison and record-keeping associated with these functions to ensure continuity of service for the wider community
General
14. Assist professional staff in connection with inspections, investigations re-visits, sampling and related activities, including animal licensing.

15. Undertake administrative functions including maintenance, collating and updating management information systems.  

16. Participate in Emergency Planning incidents.

17. Support the Council’s approach to equalities and diversity ensuring that our services and policies identify, address and promote the needs of our diverse community.  This includes the need for safety of children and other vulnerable people.

18. Take personal responsibility for the relevant aspects of the Council’s Health and Safety Policy.

19. Ensure awareness and compliance with the council’s policies, Code of Conduct and Constitution.

20. Attend appropriate training to maintain knowledge and awareness of developments within the disciplines of food safety, health and safety at work and infectious disease. 

21. To safeguard children, young people and adults at risk and make referrals to 
      the appropriate agency.
22. Carry out promotional and educational activities for commercial premises and the wider public, as appropriate, in respect to this role.

23. To engage in collaborative working and engage with stakeholders as and when necessary to fulfil the requirements of the role.

24. Keeping up to date on local and National government changes in regard to guidance, communications, innovation, legislation and codes of practice

25. To carry out administrative duties relevant to the post including keeping notes and reports, maintenance of data and systems and keeping records of work carried out in an appropriate format, including on a computer, to conduct correspondence in a timely manner, ensuring that all relevant officers are kept up to date.
 
26. To record all relevant data both manually and electronically, on the department’s database, and other required databases. 

27. To take ownership of special projects assigned to the post holder, making informed decisions with minimum management supervision.


























NOTE:
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.
Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A	-	Application
I	-	Interview
T	-	Test
D	-	Documentary
	Evidence
Complete all sections below as appropriate

	Qualifications & Training
	Educated to ‘A’ Level standard or have relevant training 

	E


	A, D

	Experience

	Experience in a similar role including engagement and communication with the business sector, the public and a range of partners and agencies.
	E



	A, I

	Knowledge

	Knowledge of relevant legislation and guidance 
Ability to analyse data and formulate responses

Knowledge of Political and Democratic context in which the Council operates
	E

E

D
	A, I

A, I

A, I

	Competences
	Customer Focus
Excellent interpersonal skills

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 and own time 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 initiative and uses good judgment 

Able to identify potential problems, find solutions and escalate appropriately

Change & Adaptability
Takes a positive attitude towards change

Enables change to happen with minimal impact on service delivery

Encourages others to embrace and contribute to change.

	
E
E

E


E

E

E


E


D



E

E
D



E

D

D

	
A, I
A, I

A, I


I

A, I

I


I


I



I

I
I



A, I

I

I

	Skills & Abilities
	Communication
Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face

Able to deal with complaints face to face, by phone or in writing.

Able to negotiate successfully to achieve objectives.
Ability to maintain confidentiality when handling personal information in the course of work.
High level of tact and diplomacy, including an ability to manage relationships effectively in order to maintain the reputation of the department and Council and to work effectively and sensitively with Councillors, officers at all levels, external organisations and the community, including with political sensitivity and awareness when dealing with Members' concerns.

Management
Able to demonstrate the skills required to successfully manage projects

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 specialized computer packages

Able to follow strict protocols and procedures in relation to sampling

	
E


E

E

E

E








E


E

E

E
E

E

E


D


D
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E
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I

I

A, I
I

I
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A, I


A, I




A, I

A, I
A, I

	Other Requirements
	Driving licence and access to a vehicle for work purposes.	Comment by Neelam Sachdev: If driving is required as part of the role, then we need to keep it as essential.  In order to offer to someone without a driving licence, we would have to add a condition in the contract ie “contract will be reviewed in 6 months as driving is essential”
Presents a neat and tidy appearance.
	D

E
	I, D

I



COMPLEXITY AND CREATIVITY
Strict statutory rules and deadlines apply to the work involved requiring excellent prioritisation and time management, attention to detail and keen organisational skills.  Working within a regulatory environment brings challenging customer situations and the requirement to handle complaints requiring the post holder to have excellent communication skills. The post holder must have the confidence and maturity to manage difficult interactions firmly and with tact and diplomacy.

The post holder will be expected to maintain a good working knowledge of health and aspects of public health protection. The post holder needs to have an aptitude for learning and information retention.  He or she will need the ability to grasp new complex issues quickly, and have the ability to determine the key points.
The post holder must demonstrate both flexibility in adapting to changes in procedures and requirements and good customer care, particularly in relation to Councillors.
JUDGEMENT AND DECISIONS
The post holder would be expected to provide advice or guidance on a day-to-day basis to both internal and external customers.  They will be expected to work independently and manage their own time judging when to refer more complex/difficult matters to Senior staff for resolution. Inaccurate advice or guidance could have reputational/legal consequences.
CONTACTS (INTERNAL 60% EXTERNAL 40%)
INTERNAL:
Planning, Corporate Communications, Housing, Revenues, Parks and Waste Services, Unit colleagues and staff in other departments.
EXTERNAL:
FSA, UKHSA, East of England HPT, HCC, Public Health, RSPH, OFSTED, HSE, Police, Trading Standards, local businesses, RSPCA, Police, other regulatory/governmental organisations/local authorities, Members and members of the public
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