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Fenland District Council



JOB DESCRIPTION

	JOB TITLE
	Licensing Officer


	GRADE
	Band 6 


	REPORTING TO 
	Licensing Manager


	RESPONSIBLE FOR
	N/A


	BASED AT
	Any FDC site 


	PURPOSE OF THE POST


	The post forms an integral part of the Licensing Team within the Service. The Team is responsible for all of the Council's licensing functions and its role has broadened significantly.

The Licensing Officer will be responsible as part of a team for the administrative processes of considering and determining applications in the role of Responsible Authority and assisting both in the compliance and enforcement of licensing conditions and the investigation of unauthorised activities.

To provide professional expertise and to fulfil the duties of a Licensing Officer to enable the Council to effectively discharge its responsibilities, duties and functions.



	OTHER FEATURES OF THE POST
	This Job Description is not definitive or exhaustive but is provided to give the postholder an indication of the range of activities, duties and responsibilities concerned with the employment.


PLEASE NOTE:

Fenland District Council is committed to equal opportunities. 

It is the Council’s aim to ensure that no potential job applicant, employee or service user, will receive less favourable treatment on the grounds of sex, age, disability, ethnic origin, religion, sexual orientation or marital status. The Council will also not impose any conditions or requirements, which disproportionately disadvantage any group, which can not be justified in terms of the needs of the job, or the service provided.

Fenland District Council operates a no smoking policy.
MAIN DUTIES AND RESPONSIBILITIES

	1
	Key Deliverables

	
	Provide advice, guidance and support to applicants, and potential applicants for a wide range of licensing regimes, including but not limited to those listed below.
· Premises licences, club premises certificates, personal licences and temporary events notices for alcohol and regulated entertainment. 
· Premises licences for betting and gaming, adult gaming centres, family entertainment centres, betting offices, betting at racetracks, bingo, club machine permits, gaming machines, small society lotteries.

· Taxis, private hire vehicles, private hire operators and taxi and private hire drivers.

· Sex establishments.

· Street trading consents.

· Pavement cafes.

· Charitable collections.

· All Animal licensing included in the AW2018 regulations, dangerous wild animals and zoos.

· Scrap metal.



	
	When required to support the admin team, who receive and verify applications for Council's licensable activities, including ensuring the receipt of relevant fees. Ensure that the appropriate consultation has been undertaken by applicants and liaising with police, fire, highways, etc. in other cases where consultation has to be undertaken by the Council. Determine applications in accordance with the Councils Constitution and Scheme of Delegation.



	
	To provide support to applicants, and to undertake as appropriate, relevant checks and inspections associated with licensing processes and procedures. Including undertaking Disclosure and Barring Service (DBS) verification checks, and vehicle inspections.

	
	Produce reports for, and attend where necessary, meetings of the Council's Licensing Committee and Sub-Committee. Acting in a 'responsible authority' role as appropriate.

	
	To carry out systematic inspections and other interventions at licensed premises and activities at intervals that are in accordance with legislation, codes of practice and departmental procedures. Maintain and update database records which relate to those premises, evaluate compliance with relevant legislation and initiate appropriate action in accordance with departmental policies and procedures and the Council's scheme of delegation.

	
	Respond to complaints and service requests, evaluate and resolve by the most satisfactory course of action through advice, discussion, persuasion, mediation, enforcement and/or prosecution having due regard to legislative requirements, case law and in accordance with departmental practice and procedures and the Council's scheme of delegation. Where necessary prepare prosecution or Committee Hearing case files and present evidence in court or Committee and act as an expert witness.

	
	To attend, support, and present papers and information to a range of partnership meetings.

	2
	To work outside normal office hours to meet the needs of the service as required.

Experience

	
	To promote quality and equality within the Council and in the provision of its services. 

	3
	Customer Care skills & abilities

	
	To provide excellent customer service to all internal and external customers in line with the Council’s commitment to Customer Service Excellence.

	4
	Other Duties general skills & attributes

	
	Comply at all times with all the policies and procedures of the Council (E.g., Equal Opportunities, the Constitution, Standing Orders, Financial Regulations, Code of Conduct, etc).  Copies of these can be found on the Intranet, Employee handbook or from Human Resources.

	
	To undertake such other work as may be required from time to time by the Service Manager, consistent with the duties and grading of the post.

	This job description is not definite or exhaustive but is provided to give the post holder an indication of the range of activities, duties and responsibilities concerned with the employment.

	

	Any changes to this job description will only be made following consultation with the post holder.

	Prepared By
	Received By

	
	

	Date: 01.2024
	Date



PERSON SPECIFICATION
	Abbreviations

	E
	Essential selection criteria
	IV
	Interview

	D
	Desirable selection criteria
	T
	Test

	H/A
	How Assessed
	C
	Certificate

	AP
	Application Form
	
	

	
	E
	D
	H/A

	Knowledge & Qualifications

	Full UK driving license.
	(
	
	

	Animal Licensing qualification – Ofqual Level 3.
	
	(
	

	The post holder will be required to undergo an Enhanced Disclosure and

Barring Service check.
	(
	
	

	Relevant Degree, professional qualification or membership.
	
	(
	

	Knowledge and experience of working with computer software. 
	(
	
	

	4 GCSEs or equivalent level of education (Grade C or above including Maths and English) 
	(
	
	

	Experience

	Experience in local authority licensing and/or enforcement of license conditions.
	(
	
	

	Experience of working in a customer facing environment.
	
	(
	

	Experience of other forms of statutory licensing, regulation, enforcement or

investigation would be considered.
	(
	
	

	Experience of dealing with difficult customers in a calm manner.
	
	(
	

	Skills & Abilities

	Technical/Work-based Skills

Detailed knowledge of current relevant legislation and best practice and the

ability to exercise sound professional judgement in its interpretation and implementation.
	(
	
	AP

IV

	Experience of the Uniform system, specifically for licensing activities.
	
	(
	

	Experience of the investigation of complex complaints, conditions and

Standards and decision making on the appropriate action to be taken by the Council in consideration of the legislation, case law, departmental procedures, policies and relevant codes of practice.
	(
	
	

	Experience of working with external agencies and communities.
	
	(
	

	To be a team worker but with the ability to use initiative with minimal supervision and to manage, prioritise and organise workload.

	(
	
	

	General Skills & Attributes

	Ability to set high standards in customer care and service delivery, to suggest and develop service improvements and ensure that such standards are being achieved.
	(
	
	

	Competence in use of information management systems.
	(
	
	

	Excellent written and oral communication skills including

· In-depth report writing

· Presentation skills

· Negotiation skills

· Effective Delegation
	(
	
	

	Very good communication skills, tact, understanding and diplomacy and the ability to manage conflict and difficult situations, and deliver difficult messages. 
	(
	
	

	Ability to interact with customers, internal/external partners and members with tact, sensitivity and confidentiality.
	(
	
	

	Excellent organisations skills, including time management and prioritization.
	(
	
	

	Understanding of national, regional, and county policies and strategic

frameworks.
	(
	
	

	Ability to work as part of a team and to work with minimum supervision, prioritising a workload on own initiative. 
	(
	
	

	Decision Making & Impact on Others

	Makes and communicates clear decisions.
	(
	
	AF/IV

	Makes effective decisions under time pressure.
	(
	
	

	Balances risks and benefits of various options and decisions.
	(
	
	

	Makes unpopular decisions where necessary.
	(
	
	

	Takes responsibility for the outcomes and impact of their decisions and those

they delegate.
	(
	
	

	Incorporates a range of views when making their decisions.
	(
	
	

	Considers all relevant data when making decisions.
	
	
	

	Delegates decision making appropriately.
	
	
	

	Considers diversity issues when making decisions.
	
	
	

	Communication with Internal & External Customers
	
	
	

	Develops and maintains productive relationships with internal and external customer.
	(
	
	

	Explores the customer’s situation with them to develop a fuller understanding of the underlying need.
	(
	
	

	Deals effectively with dissatisfied customers.
	(
	
	

	Delivers what they have agreed with the customer.
	(
	
	

	Takes action to exceed customer expectations.
	(
	
	

	Advocates customer satisfaction as a key value for themselves and the

Council.
	(
	
	

	Influencing
	
	
	

	Presents their case persuasively upwards, downwards and externally.

Demonstrates confidence in their position.

	(
	
	

	Is credible and confident when presenting and communicating.
	(
	
	

	Makes use of personal and professional networks to gain support, learn from

others and increase their opportunities to influence.
	(
	
	

	Adapts approach to engage others by appealing to those things that enthuse

them.
	(
	
	

	Influences by highlighting and promoting the mutual gains to be made

by following suggested courses of action.
	(
	
	

	Is aware of own emotions and manages them for maximum influence during

Negotiations.
	(
	
	

	Balances the need for immediate wins with the requirement for long-term

successful relationships.
	(
	
	

	Demonstrates awareness of how things shape events within business: is

politically astute.
	(
	
	

	Personal Attributes & Other Requirements
	
	
	

	Challenges the status quo and suggests new approaches to old problems.
	(
	
	

	Understands the Council values and can interpret and demonstrate them into the daily work.
	
	(
	

	Promotes and demonstrates continual improvement.
	(
	
	

	Shares learning with the team to work in a collaborative way to improve processes and learning.
	
	(
	

	Generates new ideas and creative solutions.
	(
	
	

	Apply existing methods in new ways or new situations.
	
	
	

	Encourages a safe environment that will facilitate creativity in others and where people are willing to challenge.
	(
	
	

	Promotes and demonstrates continual improvement.
	(
	
	

	Finds ways to turn their own or others' ideas into action.
	(
	
	

	Shares innovative practice with others.
	(
	
	

	Advocates customer satisfaction as a key value for themselves and the council.
	(
	
	

	Ensures the effective and efficient use of time and resources.
	(
	
	

	Is prepared to adjust their interpersonal style to respond to the needs or preferences of others and the situation.
	(
	
	

	Working within Professional Boundaries
	
	
	

	Accepts responsibility and accountability for own work.
	(
	
	

	Recognises the limits of own authority within the role.
	(
	
	

	Seeks and uses professional support appropriately.
	(
	
	

	Planning and Organising.
	(
	
	

	Explain and clarify the objectives.
	(
	
	

	Establishes clear actions and timeframes with deadlines and milestones.
	(
	
	

	Ensures the effective and efficient use of time and resources.
	(
	
	

	Creates contingency plans to enable them to deal with factors that might interfere significantly with their plan.
	(
	
	

	Identify what is required before each task can be begun or completed.
	(
	
	

	Monitors progress against the plan and act accordingly.
	
	
	

	Allocates work based on an understanding of their own and other strengths and weaknesses.
	(
	
	

	Flexibility
	
	
	

	Is prepared to adapt their approach to overcome obstacles.
	(
	
	

	Responds constructively to a change in agenda or priorities.
	(
	
	

	Revisits their decisions when presented with new information.
	(
	
	

	Is prepared to adjust their interpersonal style to respond to the needs or preferences of others and the situation.
	(
	
	

	Re-prioritise appropriately when faced with a change in requirements
	(
	
	

	
	
	
	

	* Essential criteria linked to career grade structure.
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