OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title:  PRINCIPAL LICENSING OFFICER

	Directorate: Economy, Skills and Neighbourhoods 
	Division/Section: Public Protection 

	Grade: 8


	Job Purpose:

1.
To be responsible for the delivery of an efficient, effective and comprehensive Licensing Service to protect and support residents and businesses within Oldham.
2.
To work with other managers in the overall management of the Public Protection service.




	Key Tasks:

1. To plan, organise and manage the delivery of the Licensing Team functions including the consideration of licences, certificates, permits and registrations. 
2. To be responsible for the appointment, training, development and counselling of staff and   for carrying out 1-1’s, appraisals and performance reviews.
3. To be responsible for and monitor the available budget for the specialism and assist the Trading Standards and Manager in monitoring budget activity across the service.
4. To monitor/manage annual leave, expenses and training requests as well as implementing the Council’s sickness policy amongst others. 
5. Develop and implement quality management systems to ensure that the services delivered by the Public Protection Group are quality driven, being responsive to customer needs, effective and efficient in operation and provided in accordance with the Council’s Customer Care Policy.

6. Undertake operational duties in relation to the officer’s allocated specialism as and when required. 
7. Represent the Council at inter-authority and regional level meetings relating to specialist issues and liaising with national agencies.

8. Prepare reports and attend Committee/panels, prepare evidence and attend courts, tribunals, public enquiries/meetings, giving evidence as required.

9. To prepare bids for external funding as required and where successful, ensure delivery of the agreed service/initiative.

10. Manage the efficient and effective response to all complaints/service requests/other notifications relevant to those functions of the Public Protection Service for which the postholder is responsible



	11. Manage the efficient and effective response to all complaints/service requests/other notifications relevant to those functions of the Public Protection Service for which the postholder is responsible.

12. To plan and co-ordinate the delivery of any relevant inspection/audit programmes.

13. To be responsible for the relevant service database, ensuring data is accurately recorded and extracted. 
14. To work with the Trading Standards and Licensing Manager in the use of enforcement sanctions and other activity and intervention by officers within the team so as to ensure the service is responding appropriately in a given situation and that such action is in accordance with the Council’s Enforcement Policy.

15. To prepare and compile relevant statistical, statutory returns, and operational reports on the work of trading standards. 
16. To contribute towards the formulation of the annual Team Plan. 

17.  To be responsible for ensuring effective communication within the team through the sharing of information, team meetings and feedback from meetings and training.
18. To deputise for the Trading Standards and Licensing Manager in his /her absence.




	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To be familiar with customer care and health and safety polices of the Council/ Directorate.

3. To participate in self-improvement in performance through workplace development.

4. Undertake any additional duties commensurate with the grade of the post including the performance of duties outside of normal working hours. 




	Contacts:

· Officers of the Economy, Skills and Neighbourhoods Directorate and other Directorates of the Council.

· Representatives of various outside bodies and agencies.

· Elected representatives.

· Members of the public.




	Relationship To Other Posts In The Department:

Responsible to: Trading Standards and Licensing Manager 
Responsible for: Licensing Officers, Assistant Licensing Officers, Senior Licensing Support Officer and Licensing/Business Support Assistants.
                              


	Special Conditions:

N/A




	
	DATE
	NAME
	POST TITLE

	Prepared
	10.10.16
	John Garforth 
	Team Manager

	Reviewed
	22.5.17
	John Garforth 
	Team Manager

	Reviewed
	July 2017
	Neil Crabtree 
	Head of Service      


OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:   PRINCIPAL LICENSING OFFICER
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Evidence of continued professional, managerial and personal development

Evidence of continued professional development in licensing.
Holding or working towards a Supervisory Management Qualification

	Certificate of Higher Education in Licensing Law (or equivalent)

	AF / I / AC

AF / I / AC

AF / I / AC

	Experience


	Experience of motivating and managing a team, having input into Training Plans and effective working relationships with staff and trade representatives.
Experience of supporting the delivery of effective performance and continuous improvement

Evidence of successful resource and financial management, including evidence of managing budgets  

Experience of managing and successfully delivering projects 

Experience of enforcing legislation and handling criminal evidence

Experience of contributing to service planning, including developing objectives and target setting, together with managing performance.

	Experience of change management, e.g. supporting staff through a period of change or implementing new systems and ways of working 

Experience of working to the National Intelligence Model.
	AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC



	Skills & Abilities


	Able to work through problems, evaluate risks and offer practical solutions 

Using persuading and influencing skills to bring about behavioural change and achieve desired results/outcomes as necessary

Effective presentation, communication and interpersonal skills and ability to apply these effectively to a variety of audiences

Significant experience of working in a Licensing service and dealing with the full range of complex issues.
Ability to prioritise work and meet tight deadlines
Ability to use IT and software effectively 


	
	AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC

AF / I / AC



	Knowledge


	An understanding of the issues and challenges facing the Team both operationally and strategically.

Knowledge of key national policy drivers, Legislation and broader influences related to the role.

Detailed and extensive knowledge of the full range of licensing law, case law, codes of practice and guidance.

Current knowledge of criminal law practice and procedures
	
	AF / I / AC

AF / I / AC

AF / I / AC



	Work Circumstances


	Able to work flexibly to meet the demands of the service (including evening and weekend)
	
	AF / I / AC


