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Job Description 
	Job Title
	Licensing Manager

	Grade
	EPO2

	Reporting To
	
Head of Legal Services 

	JD Ref
	
REG0172P



	 
Purpose
Lead and manage the Licencing Service to ensure it meets local, national and regional statutory targets and that all corporate policies and procedures are followed. The post holder will be the lead for all Licencing Authority related matters. 
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values and leadership behaviours in the role and organisation.
Team Leadership and Management:
· Provide strong leadership, strengthening engagement, growth, culture, innovation, collaboration and performance.
· Assign responsibilities, setting clear expectations, and deliverables to team members and empower them to excel in their roles.
· Through continuous improvement strengthen the tools, practices and impact of the service.
· Prepare reports, undertake correspondence, conduct internal and external investigations, interviews, give advice, attend and chair meetings.
· Prepare reports, undertake correspondence, conduct internal and external investigations, interviews, give advice, attend and chair meetings.
Communication, Engagement and Training: 
· Provide high quality, constructive advice and assistance to key Council stakeholders including committees/panels, members and senior management on licencing related matters.
· Advise other officers in the Department or other Departments of the Council on the implications of new or existing legislation/Government advice, national or local policy, including the adoption of revised systems and initiatives supporting better regulation.
· To communicate effectively in writing on a wide variety of legal, technical and policy information relating to Licensing such as briefing documents, prosecution papers, research papers, original technical reports on Licensing issues and correspondence on more complex or contentious cases referred from the Licensing Officers. 
· To communicate effectively orally in complex and contentious situations such as at hostile residents’ meetings and briefings for Members on sensitive issues – e.g., the impact on the licensing objectives of contentious applications.
· To develop partnership working within the Council and with other Authorities, businesses organisations, statutory and voluntary agencies and to prepare and monitor budgets, reports for schemes, income generation and initiatives supporting business growth to ensure the most effective and appropriate use of financial and staffing resources to secure the Council's objectives.
· To actively participate in the legal services senior manager team and ensure development and improvement of departmental management systems, including health and safety, performance management and quality management
Data Analysis and Decision-Making: 
· Prepare reports, undertake correspondence, conduct internal and external investigations, interviews, give advice, attend and chair meetings.
· Develop, monitor and continually assess budgets, undertake financial planning, projections and safeguards to ensure budget requirements are met.
· Responsible for all decisions and actions relating to the management and delivery of the Service.
· Responsible for the health, safety and risk management of service delivery and of its staff.
Performance Management: 
· Identify and monitor areas of service improvement and set targets and objectives to ensure delivery of an effective and efficient service.
· Ensure training needs are met and staff competence is maintained to deliver professional best practice to minimise any reputational risks.
· Develop and review Departmental and Service plans for the Service and undertake reviews of all aspects of the work of the Service.
Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
· Ensure that all service initiatives adhere to relevant legislation, policies and practices.
·       Carry out the powers and duties devolving upon the Council under the Statutes or amendments to the Statutes, Statutory Instruments regulations, Bye-laws or orders and duties under such other Statutes etc., as may from time to time be placed upon the Council. 
· To ensure the statutory and corporate procedures required to monitor and support the work of the Service are maintained and developed.  
· Responsible for the protection and security of confidential documents and information governed by data protection and other rules of disclosure.
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]

Role Specific Knowledge, Experience And Skills
Qualifications
· A relevant licensing qualification e.g. Cert HE Licensing Law & Practice, BIIB National Certificate for Licensing Practitioners or equivalent.
· Desirable - Management qualification or evidence of continuous management training

Knowledge & Skills
· Comprehensive knowledge of PACE, RIPA and Court procedures.
· Extensive understanding of all relevant legislation such as The Licensing Act 2003 and the Local Government (Miscellaneous Provisions) Act 1976
· Organisational and time management skills; able to prioritise varying workloads and deal with high volumes of work to tight deadlines whilst maintaining a high-quality service. 
· IT Literate; Able to effectively maintain manual and computerised administrative systems. 
· Sound grasp of local government legislation and guidance relevant to role and keen awareness of current local government issues. 
· An understanding of Local Authority governance arrangements, decision making and corporate governance. 
· Excellent written and verbal presentation skills; able to convey wide ranging complex and contentious information to a range of audiences, including non-specialist, in a clear and concise manner.
· Excellent analytical problem solving and research skills. 
· Excellent listening and interviewing skills.
· Ability to successfully work within broad guidelines, using discretion and initiative over a range of activity with limited escalation to senior managers, alongside a sound knowledge, awareness and application of ethical, professional and capability standards and requirements.
· Tact, diplomacy, empathy and political awareness. 
· Commitment to consistently delivering high standards of customer care. 
· Resilience in dealing with competing and demanding pressures, difficult situations and information.
· Desirable - Good understanding of tools for performance management. 
· Desirable - Understanding of differing ICT software systems specifically in relation to Licencing /local government.

Experience
· Significant experience of the provision of detailed oral and written advice on complex, contentious and sensitive issues in respect of licensing matters to a variety of key stakeholders including elected representatives. 
· Experience of working with elected members/senior officers.
· Experience of developing, implementing and managing licensing policies, procedures and initiatives based upon changes in legislation and in industry best practice.
· Experience of managing staff, including mentoring and providing support. 
· Experience of undertaking first line management duties and responsibilities.
· Experience of delivering training to a wide audience. 
· Experience of dealing with complex matters within relevant areas of licencing, having provided advice, guidance and support in a wide variety of cases. 
· Commitment to obtaining, and maintaining, up to date knowledge of legislation, regulation and best practice relevant to role.
· Desirable - Experience of working in a political environment.

Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)

Approved By: Vicki Shaw, Head of Legal Services
Date Of Approval: 13.06.2025
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