SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION
	Post:
	Licensing Officer


	Location
	Magdalen House

	Service
	Highways and Public Protection
	Post No.
	TBC

	Department:
	Public Protection

	
	

	Section:
	Environmental Health and Licensing – Local Licensing Team



	Grade:
	Scale G
	
	


	
	

	Responsible to:
	Senior Licensing Officer

 

	
	


JOB PURPOSE

1. Provide an effective and efficient Licensing Service.

2. Assist the Senior Licensing Officer in the management of the Licensing Team.

3. Administer and enforce licensing legislation.

MAIN DUTIES

1. Undertake licensing and administrative activities, including the receipt and processing of applications and the determination and issuing of licenses, to ensure compliance with relevant legal requirements, codes of practice and agreed service standards.

2. Attend and support the effective conduct of licence application hearings.

3. Identify and respond to issues which relate to the responsibilities of the licensing service.

4. Respond to complaints/requests for service in relation to the responsibilities of the licensing service.

5. Undertake inspections to ensure that licensable activities are undertaken in compliance with relevant legislation.

6. Investigate breaches of relevant legislation, including the interviewing of suspects, gathering of evidence, preparation of relevant reports and where necessary give evidence in any related court proceedings. 

7. Maintain appropriate records, undertake correspondence and routine administrative duties, prepare reports, attend meetings (including Council meetings) and give advice to members of the public, businesses, licence holders and Elected Members, in relation to the work of the section.

8. Liaise with all appropriate bodies in relation to the responsibilities of the licensing service, e.g. Police, other Council departments and other local authorities.

9. Train and support the training of other Licensing staff.

10. Ensure that all health and safety procedures are followed and that all equipment provided (e.g. telecommunications equipment, photographic equipment, protective clothing/equipment etc.) is safely used and properly maintained. 

ORGANISATIONAL CHART

See attached

QUALIFICATIONS AND EXPERIENCE

(Please see the attached Person Specification)

SPECIAL CONDITIONS (if applicable)

Able to undertake the prescribed working hours of the post.

There will be a requirement for the post holder to undertake work outside normal office hours as required by the demands of the service. 

A current full driving licence.

The postholder will be required to use their own vehicle on official duties. A Casual User Allowance is payable for such journeys.

GENERAL

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document.  Other reasonably 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 it affects the them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

Prepared by:

Name:

Greg Martin



Designation:
Environmental Health and Licensing Manager 





Date:

15th March 2024
PERSON SPECIFICATION

ENVIRONMENTAL PROTECTION DEPARTMENT

LICENSING OFFICER 

	PERSONAL ATTRIBUTES REQUIRED
	Essential (E) 

or 

Desirable (D)
	HOW ASSESSED

	QUALIFICATIONS

1.
Hold a recognised qualification in Licensing


	D
	       AF/C

	Experience

1. Previous clerical/administrative experience. 

2. Experience of applying Licensing & Registration legislation and developing administrative procedures. 

3. Experience of producing written reports for a Licensing Committee or equivalent.

4. Experience in the supervision of staff


	E

D

D

D
	AF/I

AF/I

AF/I

AF/I

	Knowledge Skills & Attributes

1. Good interpersonal and communication skills enabling effective communication with staff and the general public.   

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

3. Ability to prioritise and organise workloads to meet deadlines 

4. Ability to write reports in a literate manner.  

5. Ability to supervise staff and service performance 

6. Good working knowledge of the Microsoft Office software package and its application to administrative procedures

7. Familiarity with the FLARE software package, or similar.


	E

E

E

E

E

D

D
	AF/I/T

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	Special Requirements 

1. Clean current full driving licence.  

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

 
	E

E


	AF/I

AF/I


KEY
AF
Application Form


I
Interview

T
Test


C
Certificate

ORGANISATIONAL CHART
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Senior Licensing Officer








Principal Trading Standards Officer


(Licensing)








