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JOB DESCRIPTION

	Post Title: Licensing Advisor

	Department:   Corporate Core


	Establishment/Post No: DS070000008


	Division/Section: Public Protection and Resilience
	Post Grade: Grade 7
SCP 7-11


	Location: 3 Knowsley Place

	Post Hours:	

37 hours per week worked in accordance with the Council’s flexitime scheme. 

	Purpose and Objectives of Post:

To assist the Licensing Unit Manager and Enforcement Officer with the efficient operation of the Council’s licensing function.


	Accountable to: Executive Director (Operations) Assistant Director (Operations Strategy), Head of Public Protection


	Immediately Responsible to:	Unit Manager (Licensing)/Deputy Licensing Officer


	Immediately Responsible for: None
			

	Special Conditions of Service: not Applicable

	Relationships:  (Internal & External)

Internal:	All staff in the Department of Operations, and staff in other departments of the Authority

External:	Members, representatives of other Local Authorities and outside organisations including Central Government Agencies, GMP, GMFS Court Officials, Solicitors licensees and members of the public


	

Control of Resources:		
Equipment:		Computers, printers and associated software 
Health & Safety:	Ensures compliance with Health and Safety guidelines and instructions as set out in the Health & Safety Policy.



	

Duties & Responsibilities:

1. Issue application forms for public and private hire licences as requested by applicants.

2. Deal with enquiries at the public counter, letter, email and by telephone from all sources requesting specific information and advice on licensing requirements.

3. Issue public and private hire drivers’ licences, identification cards and badges using computerised systems.

4. Arrange MOT testing of all public and private vehicles.

5. Subject to application forms and tests proving satisfactory, issue licences and plate in respect of vehicles. 

6. Issue and vet applications for operators’ licences in respect of insurance details and planning permission and issue licences.

7. Update and maintain computerised records in respect of licensing.

8. Maintain records of all licensing receipts issued by the Finance department using computerised systems.

9. Use of specialised computerised packages Anite, Agresso, Licensing database and Flare

10. Checking of official documentation such as driving licences, passports to enable an enhanced Criminal Records Bureau to be obtained

11. Obtain at the request of the Licensing Unit Manager/Enforcement Officer documents/information as required in connection with applications / previous history for Committee attendance.

12. Book knowledge test appointments for applicants should all necessary criteria be fulfilled.

13. Inform applicants, should current convictions be present on their driving licences, that a Committee appearance may be necessary.

14. In conjunction with the Licensing Unit Manager/Enforcement Officers deal with complaints from the public regarding public and private hire operations and all other aspects of the licensing regime.

15. Issue and vet application/renewal forms for Licensing Act 2003 and maintain and update database.
  
16. Acknowledge receipt of and collate applications for street collection/sale permits and, issue such and advise applicants accordingly.  Establish and maintain street collection/sale lists and diary.

17.      Issue and vet application/renewal forms for Gambling Act 2005 and maintain and update database.  

18.     On receipt of information from the Licensing Unit Manager/Licensing Enforcement officers advise applicants of the outcome, or, where necessary, request further 

19       Issue and vet application/renewal forms for civil wedding licences, Animal Welfare Licences, Hairdressers registrations, Street trading consents, scrap metal licence, Tattoo/acupuncture/electrolysis and any other Licence/permit/registration or consent issued by the Authority. On receipt of reports from Enforcement officers, advise applicants of the outcome, issue licences or, where necessary, request further inspections.

20.      Advise members of the public of prohibition areas within the Borough in relation to street            trading.

21.      Provide administrative support to the Licensing Unit Manager/Licensing Enforcement officers using the Microsoft packages.

22.      Create and maintain databases for clients/vehicles/operators/premises and all other licences which necessitate such requirements.

23.      To take reasonable care of your own health & safety and of other persons who may be affected by your acts or omissions at work.

24       At the request of the Head of Public Protection and Licensing Unit Manager provide statistical information including the collation of data, analysis and preparation of such reports.  

25.      Provide secretarial support to pubwatch or any meetings as required by the Head of Commercial and Licensing or the Licensing Unit Manager.

Safeguarding:
As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

Equality Diversity and Inclusion:
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.


Health and Safety:
The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.



Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)


	Job Description prepared by: Ben Thomson
Head of Public Protection 
	Sign:
 [image: ]
	Date: 

22/9/23

	Agreed correct by Postholder:
	Sign:
	Date:



	Agreed correct by Supervisor/Manager:
	Sign:
	Date:








	Person Specification



	Post Details

	Post Title: 
	Licensing Advisor 

	Department
	Corporate Core

	Division/Section
	Public Protection – Licensing Team

	Location
	3 Knowsley Place, Duke Street, Bury  BL9 0EJ



	Essential



	Minimum 3 GCSEs or equivalent including Maths and English Grade 4/C or above

	Ability to communicate effectively verbally and in writing with the public, businesses, staff and management (face to face, telephone and in writing)

	Knowledge of licensing legislation

	Willingness to undertake appropriate training and development in order to meet the requirements of the post

	The ability to work as part of a team and on own initiative with minimal supervision prioritising own workload.

	Experienced in the use of ICT systems and databases and basic understanding of General Data Protection Regulations

	Experience of dealing with/working in an occasionally confrontational environment




	Desirable



	Additional qualification in related subjects eg BTEC Higher, Public Admin, NVQ or relevant licensing /regulatory qualification

	Experience of dealing with the public and/or the hackney carriage and private hire trade in a service context

	Previous experience of working in a local authority licensing environment
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