[bookmark: _Hlk123307000][bookmark: _Hlk123307001][image: ]
Post Title:	Regulation Support Officer 
Grade: D

Job Purpose

To promote the Council’s vision, values, aims, objectives, and priorities actively and effectively, putting our citizens first through the delivery of best value services.  

To ensure the provision of an efficient and effective administration function specific to your area within the Regulation Hub. 

Specific Duties  


1. Provide clerical and administrative support in line with the legal requirements, service operational plan, targets and any service agreements.
 
2. [bookmark: _Hlk217903722]Ensure that all required information is collected, accurately entered and recorded to enable proper processing of applications following a laid down procedure and templates, liaising with relevant people as appropriate in line with legislative requirements.

3. To respond to customer and general enquiries. To offer guidance and advice, over the phone, in writing and in person based on your service area. Be able to identify certain risks that may require urgent attention.

4. Undertake checks and audits of paperwork, confirming as appropriate that conditions have been met and collating information in relation to in line with appropriate legislation.

5. To assist with the administration of financial systems including calculating the correct fee or refund, taking and securing payment. 

6. To maintain computerised and other records. To assist in the provision of statistical and other reports. To carry out word processing, database and spread sheet compilation, reports and other computerised processes as required. 

7. To provide administrative services to teams and individual officers including maintaining diaries, arrange / convene meetings, preparation and distribution of documents for meetings and to take minutes. To support with complex correspondence such as legal notices and prosecution papers.

8. To assist with the induction, further training and support of other staff as required and appropriate. 

9. To draft legal notices in accordance with the relevant legislation.

10. To record and present relevant information, which may on occasions involve giving evidence in court.

Numbers and grades of any staff supervised by the post holder: 0


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. 

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.


Produced by: Lisa Franklin 

Job Title: Service Lead

Date December 2025 





	Job title: Regulation Support Officer 



	

	AREA OF RESPONSIBILITY

	
REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	Administration

	Ability to enter accurate data into a computer and to follow procedures to generate documents and keep detailed records. 

	
	
	

	
	Able to prioritise own workload and work under pressure. With the ability to work with a varying and busy workload and switch between tasks as and when required.
	
	
	

	
Information Technology
	
Knowledge and ability to use IT systems including a variety of software packages in order to word-process documents, maintain databases and case management systems.

	
	
	

	Knowledge
	Knowledge of the relevant legislation in relation to your service area.
	
	
	

	
Equality, Diversity, and Inclusion 
	An understanding of why it’s important to consider equality, diversity, and inclusion in all that we do.
	
	
	

	
	Demonstrating personal commitment to the equality, diversity and inclusion challenges faced by our workforce and Nottingham’s people.
	
	
	

	Technical Skills and Knowledge 








	Able to communicate effectively face to face, in writing and on the telephone.

	
	
	

	
	Be able to create and serve legal notices in the correct and compliant manner.

	
	
	

	
	Clerical and administrative experience including the ability to record precise information including minutes of meetings.

	
	
	

	
	Able to prioritise own workload and work under pressure.

	
	
	

	
	Experience in providing a service with a customer orientation involving taking telephone enquiries, message taking and personal contact with customers. 

	
	
	

	
	A commitment and an ability to work within a team and to assist team members. 

	
	
	

	
	The drive and self-motivation to work towards team and individual targets and contribute effectively without constant supervision.
	
	
	

	A - Application
	AC – Assessment Centre
	D – Documentary
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