METROPOLITAN BOROUGH OF SEFTON

JOB DESCRIPTION

DESIGNATION: 
Taxi Licensing Officer (OSS)

DEPARTMENT:
Customer Services 

LOCATION:



Bootle One Stop Shop  
GRADE:



Grade E – Indicative 
RESPONSIBLE TO:

Bootle One Stop Shop Team Managers 
JOB PURPOSE

The post holder will be responsible for assisting in the administration, production and monitoring of all Taxi Licences; providing information, advice and transactional services in respect of Taxi Licensing to those customers contacting Sefton Council. He/She will promote delivery of excellent customer service and a positive image of the Council and arvato. 

MAIN DUTIES

1. Working within Sefton’s One Stop Shops, primarily dealing efficiently and proficiently with all Taxi Licensing applications.
2. To assist in the administration and monitoring of all types of Taxi Licenses. 
3. To accurately maintain and update customer information as appropriate on all core systems and other relevant database systems, including the validation/approval of documents; calculation of fees; licence duration and the completion of quality and assurance checks 

4. Take responsibility for the handling of diverse queries and conveying information, license requirements and Council policy in a clear and concise manner. 

5. To respond to customer enquiries, both face to face and in writing, as and when necessary, providing excellent and professional customer services at all times.

6. Self management and a proactive approach to personal development within a constantly changing environment. 

7. To assist with taxi related telephone enquiries that are received from the Contact Centre. 

8. To assist with taxi related enquiries that are received via e-mail. 

9. To assist, when required, with the training of colleagues.   

10. Self-management in relation to personal performance, punctuality and attendance.

ORGANISATIONAL CHART

Attached

SPECIAL CONDITIONS (if applicable)

Flexible working time is in operation, however, the post holder must be able to work flexibly across the hours of business of Sefton’s Customer Service sites.
GENERAL:


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 it’s grading.


The post holder must ensure that confidentiality of all information is maintained and that working practices comply with the provision of the Data Protection Act 1998

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


All staff are responsible for the implementation of the Health and Safety Policy so far as it affects 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

Mark Quillan



Designation


Customer Services Manager

Date



January 2018
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