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	Service Area:
	People & Communities

	
	

	Job Title/Grade:
	Licensing Officer/Senior Licensing Officer (SO1 - SO2) (23-28)

	
	

	Responsible to:
	Licensing Manager

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day-to-day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. 



	 Main Responsibilities

	

	1. To validate licence applications received, against legislative requirements and Council Policy.

2. To process licence applications, including entering details onto the council’s database system, for all licence types, including Licensing Act 2003, Gambling Act 2005, Taxi’s, Charity Collections, Animal Establishments, Street Trading and Scrap Metal Dealers, Pavement Licensing and Sex Establishments.

3. To prepare and present any necessary reports and documentation to the Licensing Sub-Committee. 

4. To produce and issue licences and other associated material/documentation on the grant of a licence.

5. To undertake all work necessary in the enforcement of all Licensing related legislation, including site visits, investigations and inspections, PACE interviews, and court attendance.

6. To complete comprehensive prosecution files, witness statements and Interviews under Caution, in line with the Department’s model prosecution file and supervise the similar work of Licensing Officers before submission to the Licensing Manager.

7. To attend court or other such tribunals as a witness for the authority in legal actions or appeals relating to licensing work.

8. To lead on and where necessary and undertake mid licence term checks of documentation and systems as required by each licence type.

9. Dealing with first point of contact enquiries in relation to the Licensing and Gambling Acts, taxis, private hire, lotteries, charitable collections, animal welfare licences, scrap metal dealers, sex establishments and other matters dealt with by the section.

10. To lead on and participate in the department’s commitments to multi agency initiatives such as pub watch, community alcohol projects and similar.

11. To ensure that renewal reminders are sent out in accordance with statutory requirements and department processes and policy. 

12. To undertake the responsibilities of an Animal Inspector in relation to all animal establishment licences and other animal licence functions. 

13. To have a specialist/extensive knowledge in at least one of the significant areas of licensing, sufficient to support the supervision of the day-to-day service delivery and the development of related policy and procedure.

14. To undertake the team’s processing of Licensing, Service Requests, Corporate Complaints, Cllr, MP, FOI, SAR enquiries and all other relevant responses to ensure that all policies and processes are followed and that the legislative and performance indicators are met, whilst ensuring a professional standard of service is provided to its customers, professional partners.

15. To complete work outside of normal office hours when required to support the departments out of hours enforcement requirements.;

16. To assist the Licensing Manager to provide a comprehensive Licensing Service and meet team performance targets.

17. To keep abreast of all new developments with regard to licensing including new legislation changes to current legislation and systems etc by studying necessary journals, papers, codes of practice, etc and to attend training seminars as deemed necessary.


18. To assist in supporting the Safety Advisory Group when considering Event Management Plans and supplementary documentation.

19. At the discretion of the Director of Communities of Health or the Licensing Manager carry out such other duties as are compatible with the grading of this post and the demands of the service.


	




	
Corporate Responsibilities

	 To observe all of the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	 To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	 To support the Council’s Equalities & Diversity Policies.

	 All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	 To contribute to project work arising from the Business Plan and to undertake any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.



	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.





	
Signed (Postholder):                                                                  Dated:




Personal Specification
	Post
	Licensing Officer



	Essential Requirements

	Qualifications

	GCSE grade A-C/4 & above (or equivalent) in English and Mathematics

	A formal Licensing Practitioners qualification or equivalent

	Evidence of continued professional development in licensing

	Full valid Driving Licence 

	Knowledge and Skills

	1. Knowledge of relevant licensing legislation

	Ability to deal with some work-related pressure, for example from deadlines, interruptions or conflicting demands

	Numeracy skills to include functions, decimals and percentage

	Good verbal communication skills both on the telephone and face to face

	Good working knowledge of Microsoft ‘Office’ software – Windows, Word, Excel and Outlook

	Effective written and verbal communication skills

	Understands why equalities and diversity is important and can apply this in the workplace

	Experience

	Experience of understanding and ensuring compliance with regulatory functions including policies, procedures and legislation

	Working with licensing procedures and systems

	Specialist knowledge of current licensing law and functions including Licensing Act 2003, animal welfare, taxi licensing, Gambling Act 2005, street trading and scrap metal

	Competent in complaint handling

	Competent conflict resolution

	Ability

	Able to prioritise work appropriately

	Able to work to deadlines and work under pressure

	Flexible, pro-active and adaptable

	Effective team working. Sharing ownership, team goals and workload

	Commitment to maximising potential and continuous improvement of self and of service

	Able to contribute positive suggestions and willing to take forward

	Able to establish and maintain effective relationships with people at all level

	Able to demonstrate a commitment to customer service



	Desirable Requirements

	Qualifications

	Certificate of Professional Programme in Inspecting Licensable Activities Involving Animals (City and Guilds Level 3 or equivalent)

	Knowledge and Skills

	Knowledge of the District

	Experience

	Local Government administrative experience
Experience of attending court or other such tribunals and giving evidence.
Experience in preparing and presentation reports to a licensing sub-committee or similar. 
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