Sefton Metropolitan Borough Council
Job Description
Post:		Enforcement Officer	 ( Taxi Licensing)   		 Location:	Any Council Building
Service:	Highways & Public Protection 	 Post No: 16706,00841,00842
								       02880,07699
Section:	Public Protection
Team:		Taxi Licensing
Grade:	Scale G (SCP 20 – 25) + Shift Allowance	JE No:  794	

----------------------------------------------------------------------------------------------------------------Responsible to: Senior Enforcement  Officer (Taxi Licensing) 
Responsible for: N/A
JOB PURPOSE
1 To provide an effective and efficient Taxi Licensing Service

2 To enforce Hackney Carriage, Private Hire and related licensing legislation

3 To provide advice and guidance to business operators, licence holders and members of the public relevant to the responsibilities of the team, under the general direction of the Senior Taxi Licensing Officer (Shift Supervisor).

4 To support the administration of Hackney Carriage, Private Hire and related licensing legislation.

MAIN DUTIES

1 To undertake inspections to ensure that Hackney Carriage and Private Hire Vehicles, drivers and operators are complying with the relevant legislation, codes of practice and agreed service standards.

2 To participate in the design, supervision and delivery of special projects (e.g. out of district surveillance).

3 To respond appropriately to complaints and requests for service in relation to the responsibilities of the Taxi Licensing Enforcement Team.

4 To investigate breaches of relevant legislation and take appropriate action including prosecution and the suspension, revocation or refusal of licences. To support this work evidence must be gathered in accordance with Pace and CPIA including interviewing suspects and witnesses, compiling prosecution files and giving evidence in both criminal and civil proceedings.

5 To maintain accurate records, complete correspondence and routine administrative duties.  To prepare reports, attend meetings and give advice to members of the public, businesses, licence holders and Elected Members in relation to the work of the team.

6 To liaise with other agencies and businesses to deliver a fully rounded Taxi Licensing Enforcement Service, notably Merseyside Police, Safeguarding teams and vehicle insurance companies.

7 To attend and contribute to the Taxi Trade consultation process through the Hackney Carriage and Private Hire Trade Group

8 To handle cheques invoices and other financial transactions as required particularly in relation to processing fees for services and organising refunds for drivers where appropriate.

9 To place orders for stationery, equipment, uniforms and personal protective equipment.

10 To ensure that all health and safety procedures are followed and that all equipment provided is safely used and properly maintained.

ORGANISATIONAL CHART
Environmental Health & Licensing Manager



Principal TSO (Licensing)



QUALIFICATIONS AND EXPERIENCETaxi Licensing Enforcement Officer x 5
Senior Taxi Licensing Enforcement Officer

See the attached person specification

SPECIAL CONDITIONS
A current full driving licence is required.
The postholder will normally be expected to use a Council vehicle whilst undertaking official duties, however there may be occasions when they have to use their own vehicle. Casual User car allowance is payable for such journeys.
The postholder will undertake the prescribed working hours of the post, typically a rotating shift.
There is a requirement for the postholder to work outside normal office hours as required by the demands of the service.
Because of the nature of the work undertaken a uniform is provided which, unless otherwise directed, must be worn whilst on duty.

GENERAL
The postholder will be expected to comply, observe and promote the equal opportunities of the Council.
This job description is a representative document.  Other reasonable similar duties may be allocated from time to time, commensurate with the general character of the post and its grading.
All staff are responsible for the implementation of the Health and Safety Policy so far as affects them, their colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.
Prepared by:		Name:	Terry Wood
			Designation: Environmental Health & Licensing Manager
			Date:		27th January 2020



PERSON SPECIFICATION
PUBLIC PROTECTION SERVICE
EMFORCEMENT OFFICER (TAXI LICENSING)

	PERSONAL ATTRIBUTES REQUIRED
	Essential (E) or Desirable (D)
	How Assessed

	Qualifications
1. A formal licensing, administration or regulatory qualification
	
E

	
AF/I

	Experience
1.  Experience of Regulatory Service enforcement

2. Experience of Hackney Carriage and Private Hire Licensing

3. Experience in the collation and preparation of evidence for production in both Civil and Criminal proceedings

	
D

D

D
	
AF/I

AF/I

AF/I


	Knowledge Skills & Attributes
1. Good interpersonal and communication skills with the ability to communicate effectively with other team members, the Trade and the general public.

2. Ability to work effectively both as part of a team and with minimum supervision.

3. Knowledge of Hackney Carriage, Private Hire and related licensing requirements.

4. Reasonable knowledge of motor vehicles

5. Knowledge of legal controls relating to criminal investigations and procedures e.g. PACE and CPIA

6. Ability to write reports and letters in a literate manner, produce prosecution files and respond to DPA requests

7. Good computer skills and familiarity with software packages. Experience of using Civica APP and/or IDOX uniform

8. Good time management skills and the ability handle conflicting demands and meet deadlines.

9. Ability to demonstrate negotiating/influencing skills and deal with emotional demands presented by the role.

10. Experience of financial processes including the ordering and control of stock.
	

E


E


E


E

D


E



D




E


E



D
	

AF/I


AF/I


AF/I/T


AF/I/T

AF/I


AF/I/T



AF/I




AF/I/T


AF/I



AF/I

	Special Requirements
1. Possession of a current full driving licence

2. Able to work weekends, evenings and night time as and when required.

	
E

E
	
AF/I

AF/!








