[image: image1.jpg]Exeter

City Council




PRIVATE Job DescriptionPRIVATE 
JOB TITLE


:
Licensing Officer
GRADE


:
5
POST NO


:
3131 (37 hours) and 2133 (22.2 hours)
SERVICE


:
Environment
UNIT



:
Environmental Health and Licensing
REPORTS TO

:
Senior Licensing Officer
RESPONSIBILE FOR
:
None
LIAISON WITH

:
Legal Services, Planning Services, Police, Fire and Rescue Services, Home Office, General Public, Hackney Carriage and Private Hire Operators, Commercial Management and employees (including City Council Managers and employees), veterinarians.
PURPOSE OF JOB

To assist in the administration and promote compliance of this Authority’s duties in respect of

various licensing services, including those provisions under the Licensing Act 2003, Gambling Act 2005, Private Hire & Hackney Carriage legislation, Scrap Metal Dealers etc.

MAIN ACTIVITIES

1. Act as specialist for and undertake the enforcement of the Council’s functions relating to hackney carriages and private hire vehicles, drivers, proprietors and operators.

2. To carry out inspections of premises and vehicles to determine suitability for the issue, transfer or renewal of the full range of licences for which the section is responsible and advise upon these findings (ie premises/premises licences and Temporary Event Notices, Hackney Carriage and Private Hire vehicles, Street Trading and Animal Welfare licensing).

3. To represent the Council, and where necessary give evidence, at licensing appeals, committees/sub-committees, magistrates and crown courts, enquiries and other meetings as required.

4. To prepare and present reports including the collation of evidence for submission to hearings where licence applications are opposed.

5. To carry out and report upon “during performance inspections” as required.

6. To investigate complaints and respond to enquiries, representations and statutory objections in connection with licences and registrations etc issued by the Authority (eg from objectors, ‘interested parties’ or responsible authorities).

7. To liaise or consult with internal and external interested parties associated with licensing and registration including the Police, Fire and Rescue Service, Planning Authority, residents, ward Councillors, objectors and other Council services etc.

8. To advise businesses and residents on relevant aspects of licensing legislation and procedures including participation at seminars, conferences or similar forums.

9. To maintain databases (LALPAC) and information systems relating to premises, persons or vehicles controlled by the Council.

10. Undertake such multi-disciplinary activities, including follow up work as may be allocated under the direction of the Licensing Services Manager or the Senior Licensing Officer.

11. Examine deposited plans and prepare comments for the planning officer as directed by the Environmental Health Manager.

12. Assist, as required by the Principal Licensing Officer, in education and promotion programmes relating to Licensing matters.

13. To work out of normal office hours and at weekends according to the needs of the service
14. 
Any other duties commensurate with the role.

DATE LAST UPDATED:  May 2018
Person SpecificationPRIVATE 

JOB TITLE
:
Licensing Officer
GRADE
:
5

POST NO
:
3131 and 2133
SERVICE
:
Environment
UNIT

:
Environmental Health and Licensing
	
	CRITERIA
	ESSENTIAL/ DESIRABLE (E/D)
	METHOD OF ASSESSMENT

	QUALIFICATIONS &

KNOWLEDGE

	Competent in literacy and numeracy – it is essential that the person can compose letters and reports with correct spelling, punctuation and grammar.   In addition, the person should be numerate and be able to accurately perform basic mathematical operations

NEBOSH Certificate or

A recognised Licensing qualification or equivalent

5 GCSE/GCE O levels above Grade C, including English and Mathematics (or equivalent)

	E
D

E 
	A, I, R
A, C

A, C

	EXPERIENCE &

SKILLS

	Detailed knowledge of the administration & enforcement of licensing legislation

Detailed knowledge in the preparation and presentation of legal advice

Good IT skills

Good verbal & written communication skills

Good interpersonal skills

Experience of managing paperwork, sorting, gathering & retrieving information

Experience in making presentations and presenting Committee reports

Experience in interviewing under caution and preparing prosecution files

Familiar with PACE, CPIA, RIPA and other Acts association with investigations

	D
D

E

E

E

E

D

D

D 
	A, C, I, R
A, I, R

A, C, I, R

A, I, T

A, I, R

A, I, R

A, I, R

A, C, I

A, C, I, R



	SPECIAL REQUIREMENTS & ATTITUDE

	Able to organise and prioritise workloads, work under pressure and meet deadlines

Able to work as an effective team member

Able to be flexible and adaptable to suit the needs of the Licensing Section

Willingness to work non standard hours when necessary


	E

E

E

E

 
	A, T, I, R
A, I, R

A, I, R

A, I



	OTHER

	Full, current driving licence 


	D 
	A, C, I


COMPLETED BY:
Environmental Health and Licensing Manager

DATE: May 2015



CATEGORY: A – Application, C - Certificates, T – Testing, I – Interview, R - Reference

