Job Summary

	Post Title
	Licensing Officer
	Pay Grade
	Grade 6

	Service Area
	Licensing Services
	Line Manager
	Licensing Manager

	Location
	Main Council Offices (Aylesbury, Wycombe or CSB with some travel between)
	Job Family
	Regulatory

	DBS Check Required?
	YES
	
	COM21.36



	Section 1: Job Purpose and Job Context

	
The post holder will work under the general direction of the Licensing Manager and with technical oversight from the Principal Licensing Officer to provide an effective, efficient and customer-focused licensing service for applicants. They will be expected to provide specialist technical advice guidance and support to internal and external stakeholders on licensing matters including either premises, gambling and all miscellaneous licensing matters or taxi and private hire licensing. 

They will undertake appropriate compliance, inspection and enforcement activity as required across a range of licensing areas and work with the Principal Licensing Officer to prepare and present committee reports and effectively implement licensing policy. The post holder will be responsible for making sure that licensing functions are carried out in line with statutory duties, Council policy and service performance standards. The post holder should have a thorough understanding of the role of licensing services in safeguarding communities and supporting the local economy. 


	Section 2: Main Responsibilities and Duties

	
 Responsible for taking delegated decisions on licensing applications, and undertaking appropriate consultation or associated mediation.

 Provide technical advice and guidance to customers, including businesses and individuals, Members, other Council employees and key stakeholders in relation to licensing matters.

 Work closely with partner organisations and external stakeholders on licensing applications and issues to ensure that statutory licensing requirements and objectives are met.

 Compile reports, statements, schedules, etc. for consideration of licence determinations, prosecutions, simple cautions, suspensions and revocations in accordance with established procedures, in some cases leading to the presentation of evidence in court or at licensing hearings/panels.

 Carry out licensing enforcement responsibilities including responding to complaints, carrying out routine inspections, interviewing witnesses and licensees and others. These duties may include formal interviews of individuals subject to potential criminal prosecution under caution; preparing committee reports, files of evidence and statements; giving evidence at the licensing committee and magistrates and other appropriate courts acting as a witness or investigating officer.

 Ensure that all licensing activity is carried out in line with Council policy and statutory requirements, and that information is recorded and updated in a timely and accurate manner.


	Section 3: Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative





The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.

	Section 4:
Knowledge, Skills and Experience 
(taken from role profile)
	Job Specific Examples
	Essential
	Desirable

	Substantial relevant experience of working in the service area / profession, with evidence of specialist knowledge and work responsibilities appropriate to the role. 
	Substantial experience of working in licensing services or a comparative and relevant regulatory role. 
	P
	

	Authoritative knowledge of relevant legislation, regulations, best practice, systems, policies and procedures. Experience of contributing to the development of procedures and practices.
	Knowledge and understanding of the legal basis of regulatory work and enforcement including a thorough knowledge of relevant legislation and associated guidance and codes of practice pertinent to the role. 
	P
	

	Good knowledge of other areas of the authority relevant to the service and of wider sector / external influences.
	A sound understanding of the professional and practice issues relating to the delivery of licensing services. Have a sound understanding of the role of licensing services in safeguarding communities and supporting the local economy. 
	P
	

	Experience of representing the work area in a professional / legal capacity.
	Experience of making well-reasoned decisions in relation to licensing matters which are capable of being supported at reviews, Committees, court cases and legal appeals. 
	P
	

	Good communication, interpersonal and presentation skills. Proven ability to understand and explain complex information to a range of audiences. Proven ability to negotiate with, persuade and influence others.
	Ability to work with a range of internal and external contacts to manage and support the best outcomes for customers  
	P
	

	Proven ability to conduct formal interviews and / or take legal statements.
	Conduct interviews and investigations to ensure that the licensing objectives are met. Ability to accurately record and draft statements during formal interviews and any other legal proceedings. 
	P
	

	Proven ability to build and maintain relationships and engage successfully with stakeholder community.
	Develop and maintain strong relationships with key stakeholders to deliver an excellent service, e.g. other Council employees, police, businesses and residents. 
	P
	

	Good customer service skills, with experience of resolving escalated / complex queries / complaints.
	Good interpersonal, verbal and written communication skills. Experience in dealing with a wide range of licensing enquiries, including more complex cases.  
	P
	

	Research, investigative and analysis skills demonstrating evidence of the ability to identify and diagnose problems/issues and develop solutions/recommendations.
	Experience of collating and analysing data and/or information to for enforcement investigations and licensing reports. 
	P
	

	Good planning and organisational skills, with proven ability to prioritise and co-ordinate workloads, monitor and evaluate work, to ensure deadlines are achieved.
	Time management skills to manage a complex workload, prioritise and set deadlines and cope with conflicting and changing demands on a daily basis
	P
	

	Sufficient training/experience to manage budgets where appropriate.
	Able to handle financial data, including calculating fees and monitoring licence fee income.
	P
	

	Qualifications
	Essential
	Desirable

	Level  4 qualification or equivalent (expertise may have been obtained through substantial relevant experience)
	P
	

	Recognised Licensing qualification(s)
	
	P

	Relevant professional / vocational qualification
	
	P

	Other Requirements
	Essential
	Desirable

	Full driving licence to enable travel between sites
	P
	

	Basic DBS check completion
	P
	

	Ability to work outside normal working hours on occasion when required, including evenings and weekends 
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	P
	

	Good ICT skills including use of Microsoft applications and specialist systems
	P
	



			
	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.




