JOB DESCRIPTION

REGULATORY SUPPORT OFFICER
RESPONSIBLE TO:

Team Leader and Environmental Services Manager
POST OBJECTIVES :
To develop and implement the processes and systems required within Regulatory Services.

To assist and support the Enforcement Officers and Managers with the delivery of the service.
MAIN DUTIES AND RESPONSIBILITIES

1.
To develop, organise and manage processes and systems within the service. 
2.
To assist and support officers and managers in the effective delivery of the regulatory services in accordance with the policies and guidelines as agreed by the Council and with regard to current legislation.

3.
To effectively undertake any administrative functions associated with the service, including the issuing of fixed penalty notices, penalty charge notices, receiving and processing payments, processing Licensing applications, responding, processing and the recovery of debts relating to parking and bus lane contraventions. 
4.
To maintain appropriate records, both manual and electronic, in relation to the function of the service.

5.
To prepare reports, letters, statements and collate information, including performance management data  and statistical information relating to the service.

6.
To liaise as required with officers of the Council and any external agencies (including trade associations) and individuals and to attend such meetings as may be required, including recording minutes when requested and report outcomes to the Manager.

7 To be aware of and apply current legislation relevant to the work of the unit and to execute personally such investigations, interviews or other visits as may be required and at such times as may be required.

8.
To attend training and development as may be required, both as a trainee or trainer.  


9.
To ensure that the highest standards of customer care are maintained in all aspects of service delivery.

10.
To carry out any duties that are commensurate within the nature of the post and its level of responsibility.

11.
To attend meetings, including Speakers Panel and give evidence in respect of Panel and Court hearings.

12.
To support and assist the Manager in the management and development of IT systems.

13.
To participate in the formulation of the service’s policies, procedures and strategies.
PERSON SPECIFICATION

	COMPETENCY/SKILLS/
KNOWLEDGE/EDUCATION
	PERSONAL QUALITIES
	CATEGORY
	METHOD OF ASSESSMENT

	Educational Standard / Qualification
	BTEC National Certificate in Business or Public Administration or Equivalent

Membership of relevant profession body

ECDL or equivalent

GCSE Maths and English (Grade C and above) or equivalent 
	D

D

D

E
	App Form 

App Form

App Form

App Form

	Specialist Skills, Knowledge & Experience
	A minimum 1 years clerical experience.

Competent in the use of IT software including Microsoft packages.

Good Keyboard Skills

Awareness of key legislative requirements in respect of Local Authority regulatory  procedures
	E

E

E

D


	App Form 

App Form / Assessment

Assessment

App Form / Interview 



	Using Initiative and Making Decisions
	Be able to work pro-actively towards achieving job objectives


	E


	App Form / Interview/Assessment



	Key Skills
	Good written and oral communications skills

Good interpersonal skills

Ability to prioritise and work to deadlines
	E

E

E


	App Form / Interview

App Form / Interview

App Form / Interview

	Key Aptitude and Personal Qualities
	Ability to work with minimum of supervision

Ability to work effectively in a team

Ability to deal effectively with work pressure and confrontation

Ability to undertake work with attention to detail

Responsible and Trustworthy

Receptive too new ideas, willing to changes in working methods and arrangements


	E

E

E

E

E

E
	App Form 

App Form / Interview/

App Form

App Form / Interview

App Form / Interview

App Form / Interview




