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	Job title: Licensing Support Officer
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	Department: Community Protection
Service: Licensing
Grade: D
Post reference number: CDLICESUP001.

	

	1. Job purpose
To assist the compliance officer/licensing officer in all aspects of the City Council’s  licensing function by providing an efficient, effective and economic service.


	

	2. Principal duties and responsibilities

	1. To assist in providing a clerical and administrative licensing service that is to a high standard and is operated in an efficient and friendly manner and in line with the legal requirements, service operational plan, targets and any service agreements. In particular:

a. Answering licensing enquiries and when necessary advising on the requirements of various licenses and registrations;

b. Liaising with Council officers and outside agencies in order to progress applications;

c. Producing forms documents and correspondence on databases and using Microsoft Office systems including Word and Excel;

d. Maintenance of records and files;

e. Receiving and receipting money paid by applicants.  

2. To provide advice and information on service targets and indicators, quality targets, time costing, customer views, etc. to meet service and corporate requirements.

3. To develop an effective working relationship with other officers and teams both within the Council and with external clients, partners and customers.

4. To work under the day-to-day supervision of the Senior Licensing Officer and comply with such reasonable requirements or requests as may be made towards meeting the service, corporate and legal objectives. To be accessible to other team members.

5. To work as part of a team, ensuring good organisation, communication and work planning. To be work towards meeting the licensing objectives.

6. Providing appropriate advice, information and guidance on licensing matters and related areas as required.

7. To operate and maintenance of the licensing database for his/her area of responsibility.

8. To receive and process licence applications as with the Licensing Officer and assist in prepare reports as required. 

9. Receiving payment and accounting for monies.

10. Attendance at meetings, working parties and topic groups as required to support the compliance officer and the licensing officer’s, some of which may be outside of normal office hours.



	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	


	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder: None

	

	

	7. Post holder’s immediate supervisor: Senior Licensing Officer
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	Job title: Licensing Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Licensing Support Officer



	Department: Community Protection
Service: Licensing
Grade: D
Post reference number: CDLICESUP001

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	The work of a Licensing Service
	A working awareness, knowledge and understanding of local authority licensing legislation, its applications and processes
	
	(

	(
	(

	

	
	Understanding the customer base of the service and the demands made as a result
	
	(
	(
	(

	

	
	Ability to use information technology as applied in the workplace
	
	(

	
	(
	

	
	Basic budgetary principles and financial management
	
	(
	
	(
	

	Working within a customer focussed licensing service
	Able to motivate people
	
	(
	
	(
	

	
	Able to identify and work towards the needs of licensing customers, partners and stakeholders and implement change to team working as directed
	
	(
	
	(
	

	
	Able to support compliance an d enforcement action to ensure public safety of council licensed activities
	
	(
	
	(
	

	Personal skills
	Able to communicate effectively
	
	(
	
	(
	

	
	Able to plan and manage own workload to meet performance targets
	
	
	(
	(
	

	
	A commitment to personal professional development
	
	(
	
	(
	

	
	An ability to analyse basic administrative and legal issues
	
	
	(
	(
	

	
	An ability to identify areas for enforcement action to promote the licensing objectives
	
	
	(
	(
	

	Experience
	To have dealt with customers in a regulatory environment to promote legal requirements and good practice
	
	(
	
	(
	

	
	To have worked in a team that has a customer focussed objective
	
	(
	
	(
	

	
	Having worked with information technology in an office/administrative environment including databases, and programs based on Microsoft Windows
	
	(
	(
	(
	

	Work to promote mutual respect and good relations
	An understanding of the Council Equality & Diversity Policy requirements and a commitment to its implementation in service delivery
	
	(
	
	
	

	
	Be willing to work as part of a team and promote team working with your colleagues
	
	
	
	(
	

	Work Related Circumstances


	Willingness to comply with the City Council’s non-smoking policy.


	
	
	
	(
	

	
	To work outside normal office hours as required by the duties of the post
	
	
	
	(
	

	
	NPPV required
	
	
	
	
	(

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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4. All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 








