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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT:  

Place
	SERVICE GROUP:  

Licensing

	POST TITLE: 
Licensing Enforcement Officer
	REPORTS TO: 
Licensing Service Manager

	GRADE: Band 8
	SAP POSITION NUMBER :


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To assist in the provision of an efficient and responsive licensing service which is responsible for the regulation of various licences and permissions, including alcohol sales, gambling premises and street trading. 

To enforce licensing legislation, regulations and conditions, both statutory and local, including the investigation of infringements and complaints. 
Provide specialist advice and guidance to members of the public, elected members, council officers and external partners. 




	Main Responsibilities of Post: 

	Undertake field based enforcement to ensure compliance with various licensing schemes within the remit of the service and the timely payment of fees and charges in relation to all licensable activities.
Demonstrating resilience under pressure and in the face of change

Undertaking training to ensure the post holder is kept up to date with current Licensing legislation.

Act as lead officer in the investigation of complaints, from receipt to resolution, concerning all licensing issues and maintain accurate records of actions taken in accordance with service procedures. 

Prepare information relating to prosecutions, including investigating and obtaining evidence from witnesses through the conduct of recorded interviews in accordance with the Police and Criminal Evidence Act and preparation of statements.

Attend court to give evidence on behalf of the Council as necessary.

Give appropriate written and verbal advice and information to members of the public, businesses, council members, other council departments and external partners.

Liaise with external and internal agencies in the effective promotion of Council’s licensing objectives and policies. 

Make representations on behalf of the Licensing Authority to applications received under the Licensing Act 2003 and Gambling Act 2005, as required.

Establish effective enforcement protocols and working relationships with Responsible Authorities within the meaning of the Licensing Act 2003 and Gambling Act 2005.
Deal with licensees, prospective licensees and members of the public in a fair, firm and professional manner, providing help and guidance as appropriate.

Keep up to date with any changes to relevant legislation and Government Policy.

Constantly act in accordance with Data Protection Act principles and maintain confidentiality at all times.
Provide support by registering, processing, issuing, or revoking licences which are the responsibility of the Licensing Service when required. 
Prepare such reports relative to the licensing service as may be required by the Emergency Planning & Licensing Manager.

Contribute to initiatives aimed at improving the efficiency and effectiveness of service delivery and maximization of resources within the office.
Assist as required with other duties commensurate with the grade of the post.


	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public, the post holder is required to meet the lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to.          

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

 
	x

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of work.

	x

	Uses a range of complex IT packages relating to area of work.

	x

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.


	x

	Knows and understands how to use, interpret, handle and communicate information.

	x

	Able to demonstrate an understanding of, and participation in, risk based pro-active inspection programmes.

	x

	Able to prepare prosecution files in accordance with relevant codes of practice and standards and attend at courts, tribunals and appeals as an expert witness.

	x

	Able to provide clear verbal and written high level technical advice to a wide range of specialist and non specialist audiences to assist clients to comply with legislative requirements.

	x


	Able to investigate complaints and requests, demonstrating a high level of initiative, strong analytical and problem solving skills.

	x

	Able to work effectively in order to achieve agreed outcomes with partner organisations, stakeholders, professionals from other disciplines and council members.


	x 

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet either the Lower threshold or Advanced threshold level outlined under Special Knowledge above. 
 

	Relevent experience of:

· Working in an enforcement environment, including taking witness statements and giving evidence at hearings, e.g. committees and Magistrates Court. 

· Working with difficult customers while maintaining a high levels of customer service. 

· Dealing with people from diverse communities.

	Extensive experience of working in a regulatory & customer focused, service delivery
environment.

	Substantial experience of dealing with people from diverse communities including 
experience of dealing with hostile situations.

	Able to prioritise own workload and meet targets within statutory and other deadline s. In 
particular ability to plan, priorities and manage a heavy workload from a variety of sources 
while maintaining a high standard of quality and working under time constraints.

	Relevant professional qualifications requirement: Will be used for shortlisting

	NVQ/GNVQ Level 3 or equivalent in a similar or relevant subject.


	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.


	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.


	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 



	Management Competancies: to be used at the interview stage


	Operate with Strategic Awareness our officers work with corporate priorities and policies in a joined up way with others, internally and externally.  Works democratically, transparently and accountably.


	Developing High Performing People and Teams Our Officers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.


	Working Conditions: 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 


	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.


	Must have a full driving licence and access to a suitable vehicle for use at work.

Required to undertake regular night, weekend and bank holiday duty to monitor all licensed activities, often during unsocial hours and carried out as the demands of the service require.
Required to work outside in possible adverse weather.

Expected to attend Council committees, courts of law, neighbourhood forums, public meetings and conferences as necessary, related to the main responsibilities of the post. 


	Compiled by: FT
Date: March 2021
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