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	Job Title:
	Licensing Support Officer

	
	Service Area:
	Legal and Democratic Services

	
	Team:
	Licensing

	
	Salary:
	Band 3 (SCP 18 to 21)



Job Description


Main Purpose of Job:

To work as a member of a team providing a range of licensing services to ensure compliance with the appropriate legislation and standards approved by the Council.

To be the first point of contact for the Licensing Team, responding to external and internal enquiries, and supplying appropriate information or referring customers to the Council’s website or to a Licensing Officer as required. 



Our Values:
You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
1. Undertaking the day-to-day administration of a broad range of licences for which the team is responsible.  This includes

· Processing applications in accordance with statutory requirements including consultation with outside bodies;

· Renewal of licences, permits and registrations in accordance with statutory requirements; 

· Providing telephone/reception service to the Licensing Team; regular face-to-face, telephone, mail and e-mail contact with service users providing specialist advice on licensing matters and statutory time limits, within the scope of the post holder’s knowledge. 

· Forward planning for the timely issue of renewal reminders to the existing taxi and private hire trade, lottery registration holders and other ad hoc licences issued by the team.

· To be responsible for the creation of purchase orders for the team and the timely processing of invoices, in accordance with financial procedures.
2. To provide day-to-day administrative support to the officers.  This includes:
· Processing licensing fees in accordance with financial regulations; to include the issue of monthly premises annual fee reminders.

· Maintenance and management of the storage of confidential information including the retention of evidence in accordance with PACE.

· Maintenance of IT software, records and files, ensuring compliance with data protection requirements, providing statistical data as required.

· Assisting with the production of material for publication e.g. guidance, applications forms and advice notes on licensing matters; to include the updating of application forms and fee information in preparation for the annual fees and charges adjustment.

3. To assist with the enforcement of a broad range of licences for which the team is responsible, as directed by the Senior Licensing Officer.
4. Providing statistical information as and when required.

5. Any other duties reasonably compatible with and/or arising from those duties listed above. 
6. To promote and adhere to the workplace values of our organisation.



Line Manager: Senior Licensing Officer
Responsible for:  None


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at (November 2024) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience:
	· Working knowledge of office administrative practices and procedures

· Experience of Windows IT systems and Microsoft Office packages
	· Previous relevant Local Government experience 

	Skills and Abilities:

	· Able to work independently and use initiative but within a team environment

·  Good organisational skills with ability to manage changing and sometimes conflicting priorities
·  Ability to work under pressure and meet deadlines 

·  Excellent interpersonal and customer service skills with the ability to build and maintain good working relationships

·  Good communication skills (written and oral)

·  Ability to compile and analyse statistical information

· Strong attention to detail and accuracy

· Excellent IT skills including:

· word processing preferably MS Word)

· spreadsheets (preferably MS Excel)

· e-mail/internet

·  Sensitivity to commercially confidential information
	

	Education and Training:
	·  Minimum of 4 GCSE’s including Maths and English
	·  NVQ Level 3 in Business Administration or equivalent

	Other Requirements:
	· A commitment to own development and to supporting training and development initiatives
· Must be mobile / have access to a car to attend business meetings at other sites / locations within the district on a regular basis
· To promote and adhere to the workplace values of our organisations
· Commitment to Equal Opportunities
· Commitment to Corporate Working
· Commitment to Safeguarding Children and Young People
· A commitment to Data Protection
· A Commitment to the Corporate Customer Service Standards
· Commits to own development through effective use of the Council's appraisal scheme and staff development processes
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