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Bromsgrove District Council and Redditch Borough Council

Job Description and Person Specification

Job Title:

Principal Licensing Officer
Directorate:
Worcestershire Regulatory Services


Grade:
Grade 9 
Responsible to:
Licensing and Support Manager
Responsible for:
Various numbers of staff within Licensing and Support.
Purpose of the Service

On behalf of the Worcestershire Regulatory Services Shared Service Partnership to deliver high quality, professional, commercially oriented and customer focused Regulatory Services including, Environmental Health, Trading Standards and Licensing.

Purpose of the Role

First tier management of the Licensing and Support Service of Worcestershire Regulatory Services; to assist and support the Licensing and Support Manager to ensure the effective delivery of agreed business objectives.
Main Duties and Responsibilities 

· To co-ordinate, supervise, monitor and manage the operational work and performance of a team of professional officers in the Licensing and Support Services area.  

· To provide specialised technical advice and education to Members, partners and agencies, the general public and Businesses on licensing matters. 
· With respect to applications for Premises Licences to advise the Licensing and Support Manager who is the “Responsible Person” for the purposes of the Licensing Act and assess and inform whether an objection to an application should be made on one of statutory grounds.
· To supervise the carrying out of the enforcement duties under the relevant provisions of licensing legislation.  
· To supervise and undertake as necessary inspections’ for the purpose of ensuring compliance with the relevant legislation and to deal with complaints as and when necessary.  
· To assist and support the Licensing and Support Manager in implementing the service plan and ensuring the service fulfils its statutory functions and the wider public protection role.  
Leadership Principles

· I support and guide my team to achieve purpose

· I ensure the team have the effective tools and skills to achieve purpose

· I ensure the service is covered to enable efficient and effective service delivery at all times

· I take ownership of system conditions preventing the team from achieving purpose and take the necessary action to remove them

· I understand customer demand and take action to remove waste/failure demand and increase value demand 
Role Principles

· I build trust with customers so I understand them and the problem(s) they need help to solve.

· I take as long as necessary to understand my customers, their needs and what matters to them.

· I listen and act on what matters to them, and take ownership for helping them solve their problems 

· I recognise and value my customers own capabilities and only do what is necessary to create space for them to help them to solve their problems

· I do not let people down.  I do what I say I will when I say I will.

· I provide the right level of accurate advice and support to meet the needs of my customers

· If I have to refer the customer to another Officer or service, it is my responsibility to ensure the hand-off is 100% clean.

· I take responsibility for continuously building my skills, experience and knowledge. This includes keeping up-to-date with relevant legislation, case law and guidance in order to ensure all advice is current and appropriate, as well as the people skills I need to ensure I am effective;

Key Tasks – Leadership

· To be responsible for ensuring that the Licensing and Support team work to purpose and principles
· To be responsible for the day to day management of staff within the Licensing and Support team to include:
· Sickness monitoring

· Leave requests

· Status/PDR/one to one meetings
· Performance management

· Flexi monitoring

· To act as a lead officer in the defined main area of Licensing as a technical specialism, taking responsibility for ensuring any legislative changes within all Licensing specialisms are identified and operational staff updated and systems changes are actioned accordingly.

· To lead on the preparation of reports for submission to Council Committees and other audiences working to tight timescales and deadlines, to attend and present reports at such meetings as necessary.

· To lead on the preparation and evidence gathering for legal proceedings and make such appearances in Court and at public enquiries as may be required.
· To formulate initiatives and policies for the development of the Licensing Service.

· To manage a team of professional officers to ensure completion of work programmes with a customer focused approach.

· To analyse complex reports including complex statistical information and advise the service on any required outcomes

· To attend meetings with partner agencies representing the interests of WRS. 

· To keep abreast of legislative developments in relation to licensing and its impact upon the service.  Providing training to colleagues, elected members, outside agencies, the public and businesses as appropriate

· To undertake occasional programmed work and other work outside of normal office hours and to participate in the out of hours emergency arrangements as and when required.
· To scrutinize and make formal recommendations to the Licensing and Support Manager for the instigation of legal proceedings in accordance with agreed partner protocols.
· To assist in the development of service plans and their execution.

· To prepare and agree specialist work projects assigned to the team involving the participation of other agencies where necessary
.  

· To report on team performance relating to programmed and assigned work at team meetings when necessary.
· To ensure that licence fees are collected in a timely manner, especially with regards to Premises Licences under the Licensing Act.
· To deputise for the Licensing and Support Manager and attend Management meetings in their absence as and when necessary.
· To promote the intelligence led approach relating to work allocation and deployment of resources.

· To work with relevant partners to achieve joint goals and cost effective resolution of problems.
General Duties 

· To ensure efficiency, effectiveness and equality in service delivery. 

· To exercise proper integrity and respect of confidential matters and personal information obtained during the execution of the duties of this post. 

· To reflect the Council’s core values and objectives in undertaking the duties of this post. 

· To provide outstanding customer services to all customers, colleagues, elected Members etc. by building trust, taking responsibility and assuming ownership of issues, actively listening, communicating with empathy and being flexible and adaptable to meet the needs of others.

· To understand and comply with the legal requirements of the Health and Safety at Work Act 1974 and any other relevant regulations as detailed in the Council’s Health and Safety Policy Statement. 

· To carry out duties and responsibilities under the Data Protection Act 1998; in particular, to take all reasonable care that no unauthorised loss or disclosure of personal data occurs.

· To undertake such other reasonable duties as may be requested. 

· To help ensure that Worcestershire Regulatory Services strategic purposes are met.

Person Specification

The specific skills, knowledge, abilities, qualifications or behaviours which are needed to effectively undertake the main duties and achieve the job purpose.  These will be assessed using the information available from:
1 – Application form

2 – Interview

3 – Exercise (eg psychometric, case study, presentation etc)

4 – Evidence (eg certificate, membership card, course registration etc)

Knowledge and Experience
	
	Knowledge and Experience
	Essential / Desirable
	To Be Assessed By

	1.
	Significant experience of an enforcement role in Licensing.
	E
	1, 2

	2.
	Previous supervisory experience  - ability to manage and demonstrate leadership, supervising and delegating skills.
	E
	2

	3.
	Experience in undertaking complex investigations
	E
	1, 2

	4.
	In depth current knowledge of licensing legislation and issues
	E
	1, 2

	5.
	Knowledge of Council and other stakeholder procedures and processes
	E
	1, 2

	6..
	Understanding of legal controls around investigative processes,
	
	


Qualifications and Professional Memberships

	
	Qualifications and Professional Memberships
	Essential / Desirable
	To Be Assessed By

	1. 
	A relevant professional qualification 
	E
	1

	2. 
	A relevant management qualification or NVQ in team leading or managing people.
	E
	1

	3. 
	Licensing certificates to show in-depth knowledge of subject area or number of years in service to prove substantial experience.  In particular, BIAAB level 2 for licensing practitioners (Alcohol) and (Gambling) or equivalents.
	E
	1


Job Specific Skills, Behaviours and Personal Attributes
	
	Job Specific Skills, Behaviours and Personal Attributes
	Essential / Desirable
	To Be Assessed By

	1. 
	Ability to understand and analyse complex problems and interpret and implement complex legislative provisions.
	E
	2, 3

	2. 
	Ability to communicate to a variety of audiences and to negotiate to gain support on key issues,
	E
	2, 3

	3. 
	Ability to organise oneself in the face of conflicting demands and priorities responding positively and appropriately to emergency situations.
	E
	2

	4. 
	Ability to work under severe pressure and to meet multiple deadlines and performance targets
	E
	1, 2

	5. 
	Highly developed oral and written skills to include report writing and presentation.
	E
	2, 3

	6. 
	Political and Confidential sensitivity 
	E
	1 & 2

	7. 
	Ability to prioritise the work of the team to meet service requirements.
	E
	1 & 2

	8. 
	A team player but able to work alone when required
	E
	1 & 2

	9. 
	Commitment to working corporately with other partners and agencies
	E
	1 & 2

	10. 
	Flexible approach to changing demands
	E
	1 & 2

	11. 
	A willingness to accept and the ability to manage change.
	E
	1 & 2

	12. 
	Able to deal with situations involving conflict.
	E
	1 & 2

	13. 
	A commitment to continuing professional development.
	E
	1 & 2

	14. 
	Availability for evening and weekend work when necessary.
	E
	1 & 2

	15. 
	Ability to travel through the relevant districts/county and further as and when required.
	E
	1 & 2


