SEFTON COUNCIL

JOB DESCRIPTION

Directorate:
Place
Location: 
Magdalen House
Department:
Highways & Public Protection 
Post No:







 

Service:
Public Protection
Post: 

Technical Officer / Senior Technical Officer 
Grade:              
E / F / G / I
Responsible to:
Senior / Environmental Health Officer
Responsible for:
Dependent on Grade
JOB PURPOSE

To work on a specified Section within the Public Protection Service, providing technical support in the undertaking of the duties allocated to that Service.

MAIN DUTIES

Technical Officer – Grade E, F, G
1. Investigate/inspect/analyse/sample/undertake, land/premises/materials/activities within the full range of the work undertaken by the Service, to ascertain compliance with appropriate Legislation, Codes of Practice, Policies and Procedures etc.
2. Maintain appropriate records, prepare reports/costings/schedules, undertake correspondence and routine administrative duties, attend meetings, conduct interviews, prepare/give evidence/advice, attend Court/formal hearings/inquiries, associated with the work of the Service.

3. Provide detailed reports of a technical nature on activities undertaken and draft technical schedules forming the basis of Statutory Documents, within the purview of the Service.
4. Supervise remedial actions, relevant to the work of the section.

5. Give appropriate technical advice to the general public, local businesses/traders, officers and Members of the Council and outside agencies on work areas within the purview of the Service.
6. Provide interpretation/assessment of technical documents, identify their likely implications and make recommendations for appropriate course of action, in relation to work within the purview of the Section.
7. Carry out monitoring/analysis related to work within the purview of the Service, using specific technical equipment where necessary.
8. Make recommendations and draft formal Notices/Reports in relation to the work of the Service.  Undertake visits to land/premises to identify compliance with previously issued formal/informal requirements of the Section.
9. Take an active part in the promotion of the environmental/consumer protection policies of the Department.
10. Undertake and deliver projects related to the work of the Service.
11. 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.

12. Participate in effective employee relations and undertake appropriate training courses to improve effectiveness in tasks set.

Technical Officers undertaking points 1 to 12 will be under the general guidance of the appropriate Senior / Environmental Health or Senior / Trading Standards Officer.

Senior Technical Officer – Grade I
In addition to points 1 to 12 above:

13. Give expert technical advice on work within the purview of the Service.
14. Provide expert interpretation/assessment of technical documents, identify their likely implications and make recommendations for appropriate courses of action, in relation to work within the purview of the Section.
15. Prepare, sign and service Statutory Notices within the purview of the work of the Service, and/or:
Undertake identified additional responsibilities in the development, completion and supervision of an identified work area of the Department, including the co-ordination and supervision of projects related to the work of the Section;
Senior Technical Officer undertaking points 1 to 15 will be expected to be able to do so without the need for general guidance from the appropriate Senior/Environmental Health or Senior/Trading Standards Officer.

16. Carry out other duties of a similar nature commensurate with the grading of the post.
QUALIFICATIONS AND EXPERIENCE

(Please see attached Person Specification)

SPECIAL CONDITIONS (if applicable)

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.

Able to undertake the prescribed working hours of the post.

The postholder may be required to undertake work outside normal office hours.

A scheme of Flexible Working Hours is in Operation, and is subject to the exigencies of the service.   
GENERAL:
The postholder will be expected to comply, observe and promote 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 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:


Steve Smith


Designation:

Environmental Health & Trading Standards Manager




Date:


May 2020
PERSON SPECIFICATION

POST:  Technical Officer (Career Grade)


	PERSONAL ATTRIBUTES REQUIRED
	ESSENTIAL (E)

OR

DESIRABLE (D)
	HOW

ASSESSED

	Qualifications
1. Relevant certificated qualification (e.g. HNC/HND, BTEC Higher, “A” levels, Degree, Higher Degree).
2. Relevant specialist/technical qualifications (e.g. Ordinary/Higher Certificate in Food Premises Inspection, NEBOSH Certificate, FCATS).


	D
D


	AF/I/C

AF/I/C



	Experience

1. Previous employment in a similar capacity.
2. Relevant experience in the specialist work area of the Section/Team.
3. Experience in the use of Windows-based computer packages and programmes (e.g. Microsoft Office).

	D

D

D
	AF/I

AF/I

AF/I

	Knowledge, Skills & Attributes

1. Numerate and literate.
2. Ability to deal with customer, businesses, other professionals and the general public in an appropriate manner.
3. Ability to work as part of a team.
4. Ability to meet deadlines and targets.
5. Ability to review, interpret and explain technical and analytical reports.
6. Knowledge/expert knowledge of the specialist work area of the Section/Team.

	E

E

E
E
D

D
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	Special Requirements

1. Full driving licence with access to own car for business purposes.
2. Willingness to work outside normal office hours.

	E

E
	AF/I/C

AF/I


KEY:

AF
Application Form



I
Interview



C
Certificate



T
Test

                          P
Presentation

BUILT ENVIRONMENT DIRECTORATE

TECHNICAL OFFICER CAREER GRADE STRUCTURE

	Grade
	Qualification
	Competence

	Grade E/F/G

Technical Officer
	Essential Qualifications:
No minimum entry level qualification.

Desirable Qualifications:

Relevant certificated qualifications (e.g. HNC/HND, BTEC Higher, “A” levels, Degree, Higher Degree);

Relevant specialised/technical qualifications (e.g. Ordinary/Higher Certificate in Food Premises Inspection, NEBOSH Certificate, FCATS).
	Numerate / Literate / Good communication skills.
All office duties, including report writing, telephone use, recording of activities etc.

Inspection / Investigation / Monitoring of premises/sites / Complaints / Activities under general guidance.

(Will require competency assessment).

	Grade I
Senior Technical Officer
	Relevant certificated qualifications (e.g. HNC/HND, BTEC Higher, “A” levels, Degree, Higher Degree); relevant specialised/technical qualifications (e.g. Ordinary/Higher Certificate in Food Premises Inspection, NEBOSH Diploma, DCATS).
Plus, additional specialist qualifications e.g. Dip. Ac, Higher Certificate in Food Premises Inspection, NEBOSH Diploma, DCATS.

(throughout the above qualification categories, other equivalent qualifications will be considered).
	As Grade E/F/G and:
Be authorised to sign/serve Statutory Notices:

Or:

Be specifically identified to undertake additional responsibilities in a work area.

Developed advisory, negotiating & persuasive skills.
Exchange of complex & contentious written & verbal information.

 Emotional resilience.

The above to be without the need for general guidance.

(Will require competency assessment).


1. Appointment of new staff will be in accordance with the career grade criteria and the principle of the “point of minimum advantage”.
2. Competency assessments will be undertaken as part of any interview process for new staff and where existing staff are progressing through a Bar Point.

3. The competency assessment required to pass through the bar to Senior Technical Officer will take the form of a work-based assessment combining the technical elements of the specific functions (this may take the form of a written examination), practical inspection and reporting (e.g. an inspection of an appropriate property for defects and the reporting on that inspection), and the recommendations for appropriate action.
4. The competency assessment required to pass through the bar to Senior Technical Officer will be developed by the appropriate Section Manager and agreed by the appropriate Head of Service.  The appropriate Section Manager will conduct the assessment and any failure in satisfying the assessment will be identified in detail to the candidate to allow a development action plan to be identified.  Such a development action plan would receive favourable consideration in subsequent training plan deliberations.
5. Should a candidate fail an assessment they would have the right of appeal on that judgement to the appropriate Head of Service, if they can provide evidence that their assessment was unjust.  No further appeal will be allowed on the decision of the Head of Service.  Should a candidate fail an assessment a minimum period of six months will be required to elapse before a further assessment can be undertaken.

6. Progress to Grade I will be dependent upon the operational need/demands of the department to have such work undertaken.  It is possible that staff members may meet the technical demands of the Grade I criteria but that there is no demonstrable departmental need for them to progress to Grade I.  In allocating Grade I responsibilities the department must ensure that the most effective use of staff resources is obtained, this is likely to mean that specific workloads will be targeted and not spread out amongst the majority of the staff.
7. There will be no detriment to existing staff in post where their existing qualification/experience/competence level does not meet the criteria for their existing grade.  Favourable consideration will be given to any such staff within subsequent training plan deliberations to bring those staff members to the specified qualification or competency level.
