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Job Description 
	Job Title
	Licensing Enforcement Officer

	Grade
	Band G

	Reporting To
	
Licensing Team Leader

	JD Ref
	BUS0016G


	 
Purpose
To undertake a wide range of licensing enforcement, compliance, inspection and investigative duties to ensure compliance with licensing legislation, licence conditions, and Council policies. The postholder will support the Council's statutory licensing functions through proactive and reactive enforcement activities, providing advice to businesses, licence holders, partners, and members of the public, whilst contributing to the promotion of public safety, crime prevention, reduction of public nuisance, and the protection of vulnerable persons.

Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
· Act as an ambassador for Wirral Council, demonstrating professionalism, integrity and impartiality at all times. 
· Demonstrate the values and behaviours of Wirral Council through professional, ethical and impartial conduct. 
· Act with integrity, fairness and accountability in all interactions and decision-making. 
· Promote a positive customer-focused approach whilst maintaining the Council's regulatory responsibilities. 
· Demonstrate resilience and professionalism when dealing with challenging, confrontational or sensitive situations. 
· Work collaboratively with colleagues and partner agencies to achieve shared objectives. 
· Take personal responsibility for continuous professional development and maintaining competence within the role. 
· Maintain confidentiality and comply with data protection requirements at all times.

Licensing Service specific duties & responsibilities:
· [bookmark: _Hlk142571170]Undertake inspections of licensed premises, hackney carriage and private hire vehicles, drivers and operators, gambling premises, street traders and other licensed activities administered by the Council.
· Investigate complaints and allegations relating to licensed activities and breaches of licence conditions.
· Conduct proactive and reactive enforcement activities to ensure compliance with licensing legislation and Council policies.
· Gather, secure and preserve evidence in accordance with relevant legal and evidential requirements.
· Prepare case files, witness statements, exhibits and reports for enforcement action, hearings and court proceedings.
· Issue warnings, notices and other enforcement interventions in accordance with delegated powers and service procedures.
· Support and participate in multi-agency enforcement operations with partner organisations.
· Attend and provide evidence at Licensing Committee hearings, Licensing Sub-Committees, Magistrates' Courts and other legal proceedings.
· Provide professional advice and guidance to licence holders, applicants and businesses on licensing requirements and compliance standards.
· Assist in the review, monitoring and administration of licences, permits, registrations and consents.
· Maintain an up-to-date knowledge of relevant licensing legislation, statutory guidance, case law and best practice.
Communication, Engagement, and Training:
· Communicate effectively with members of the public, businesses, elected members, responsible authorities and partner agencies. 
· Provide clear, accurate and proportionate advice regarding licensing legislation, Council policies and licence conditions. 
· Prepare correspondence, reports, presentations and briefing notes to a high professional standard.
· Develop and maintain positive working relationships with internal and external stakeholders. 
· Represent the Licensing Service at meetings, working groups, public events and partnership forums.
· Explain complex legislative and regulatory requirements in a clear and accessible manner. 
· Assist in the delivery of awareness sessions, guidance and training for licence holders, businesses and colleagues where required. 
· Promote compliance through education and engagement alongside enforcement activity.

Data Analysis and Decision-Making:

· Assess complaints, intelligence, and other information to determine appropriate investigative and enforcement responses.
· Analyse evidence, records, and information from multiple sources to support robust decision-making.
· Apply legislation, statutory guidance, Council policy and professional judgement when making recommendations.
· Identify patterns, trends and emerging risks within licensed sectors to inform enforcement priorities. 
· Make recommendations regarding enforcement action, licence reviews, suspensions, revocations and prosecutions. 
· Ensure all decisions are evidence-based, proportionate, and capable of withstanding legal scrutiny. 
· Produce reports and recommendations for managers, legal services and licensing decision-makers.

Performance Management:
· Manage an allocated caseload of inspections, investigations, complaints and enforcement actions.
· Prioritise workloads effectively to ensure statutory deadlines, service standards and performance targets are met.
· Maintain accurate, comprehensive, and timely records of activities and outcomes.
· Contribute to the achievement of service objectives, departmental priorities and corporate goals.
· Monitor and report on compliance levels and enforcement outcomes within allocated work areas. 
· Participate in supervision, performance reviews, team meetings, and service development activities.
· Identify opportunities to improve service delivery, efficiency and customer satisfaction.

Compliance:

· Ensure all enforcement and investigative activities are conducted in accordance with relevant legislation, statutory guidance, and Council procedures. 
· Comply with the requirements of the Police and Criminal Evidence Act, Criminal Procedure and Investigations Act and associated legislation where applicable. 
· Ensure accurate recording, storage, and management of information and evidential material. 
· Adhere to Council policies relating to health and safety, equality, safeguarding, information governance and data protection. 
· Promote lawful, transparent, and consistent decision-making and enforcement practices. 
· Support audits, inspections, and quality assurance activities relating to the Licensing Service. 
· Maintain professional standards and ensure operational activities comply with regulatory and legal requirements.

Other:
· Participate in evening, weekend and out-of-hours inspections, enforcement operations and meetings as required by the needs of the service. 
· Travel throughout the Borough and beyond as necessary in connection with Council business. 
· Undertake any other duties commensurate with the grade and responsibilities of the post. 
· Comply with all Council policies, procedures, and codes of conduct. 
· Promote equality, diversity and inclusion and ensure services are delivered fairly and consistently to all sections of the community.
[bookmark: _Hlk80364490]
Role Specific Knowledge, Experience And Skills
Qualifications
· Desirable - Appropriate licensing or enforcement qualification

Knowledge & Skills
· Numeracy and literacy skills
· Ability to accurately input data and use computer systems confidently
· Ability to produce clear and well-structured written work and reports
· Ability to organise and prioritise workload
· Ability to work with minimal supervision and a high level of accuracy
· Ability to work in a logical, structured manner
· Excellent communication skills
· Ability to work on own initiative and as part of a team
· Commitment to high-quality customer focused service delivery with
· excellent customer care skills
· Desirable – Knowledge of licensing legislation
· Desirable – Understanding of basic vehicle safety maintenance
· Desirable – Ability to promote local initiatives
Experience
· Working within a local government or enforcement related field
· Experience of collaboration and team working
· Desirable – Working in a local authority licensing section
· Desirable – Experience of enforcement duties
· Desirable – Experience of working with partnership agencies
· Desirable – Lone working away from the office
· Desirable – Experience of dealing with conflict management
· Desirable – Dealing with difficult situations
· Desirable – Using computer systems / databases
· Desirable – Interviewing individuals (defendants and witnesses)
· Desirable – Giving evidence in court
· Desirable – Preparing cases for court
Special Requirements
· Ability to travel around the borough using public or private transport
· Must be able to work evenings, late nights and weekends
· Desirable – Ability to work flexibly
· Desirable – Enthusiasm & commitment to improving standards
Additional Information 
Work hybrid, with a flexible working approach to accommodate service needs.
Health & Safety Considerations: 
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)
Approved By: Andrew Bushell, Licensing Manager
Date Of Approval: 21/09/2026
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