
OLDHAM COUNCIL
JOB DESCRIPTION
	Job Title: 

	Trainee Licensing Officer

	Directorate:  
	Place and Economic Growth 
	Division/Section: 

	Licensing 

	Grade:  

	3
	JE Reference:
	11030


	Job Purpose


	To be part of an innovative new business compliance service covering the whole of Greater Manchester with the overarching aim of improving compliance for our business community.  
To undertake and successfully complete training against an appropriate Apprenticeship Standard and any other training as part of the role, which will be delivered by approved training providers. 


	Key Tasks


	1. To assist the licensing team in carrying out compliance work, including investigations of complaints, compliance checks and audits on the full range of licensing functions, to carry out quality control checks on licences being issued prior to them being handed out, to deliver training to new applicants and hold knowledge test sessions.
2. To undertake and successfully complete all required training, including the Level 4 Regulatory Compliance Officer apprenticeship standard. Further Licensing specific training would be required including the Award for Personal Licence Holders and the Professional Licensing Practitioners Qualification.
3. Appropriately apply technical knowledge and experience of compliance to real world situations.
4. Assist officers in taking appropriate formal and informal enforcement action, and give advice, to achieve compliance, in line with relevant council policies and procedures and Licensing legislation.
5. Assist with inspections and assessments, including assisting officers in collating and acquiring relevant evidence, conducting interviews, issuing warnings and notices, to facilitate the fair and proportionate use of enforcement powers and, where necessary, to secure positive outcomes from all subsequent legal proceedings. 
6. Assist officers in basic investigations and to assist in the preparation and collation of detailed case and prosecution files and where appropriate attend court, tribunals and public inquiries and present necessary evidence. 
7. To maintain accurate records, including of all relevant investigations, inspections, meetings, briefings, and conversations and enter and process information on Council IT systems and databases adhering to the data handling and confidentiality protocols 
8. To deliver a high-quality customer experience service to customers. This includes responding to a wide range of ad-hoc enquiries, and where necessary, signposting to open-source information and/or referring them onto, or involving, other council departments and external agencies.
9. To proactively contact new and existing businesses to offer help and support where appropriate and respond in a timely manner to questions and requests for advice and guidance.
10. To manage own allocated workload effectively including working outside normal hours in line with existing Licensing Officers. Out of hours working totalling 8 hours per month is required.
11. To attend relevant meetings with other council services, or outside bodies as required, to promote service objectives.
12. To provide duty cover for the Technical Support Team on a rota basis.


	Standard Duties:


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


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.



	Contacts: 
· Business owners 
· Officers of the Place and Economic Growth Directorate and other Directorates of the Council 
· Elected representatives 
· Members of the public  



	Relationship To Other Posts In The Department:


	Responsible to:  
	Senior Licensing Officer, Principal Licensing Officer & Service Manager  

	Responsible for:
	N/A


	Special Conditions: 



	Values and Behaviours:


	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:
· Fairness - We will champion fairness and equality of opportunity and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.
· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.
· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.
· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.
· Accountability - We recognise and act upon the impact of our actions on others and hold ourselves accountable to our stakeholders.
· Respect - We recognise and welcome different views and treat each other with dignity and respect.
· Democracy - We believe and act within the principles of democracy and promote these across the borough. 

	Internally we’ve translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.
· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 
More information around our Values and Behaviours can be found on our Greater.Jobs pages.



	
	DATE
	NAME
	POST TITLE

	Prepared
	20/09/2023
	Nicola Lord
	Principal Licensing Officer

	Reviewed
	29/09/2023
	John Garforth
	Service Manager (Licensing)

	Reviewed
	
	
	


OLDHAM COUNCIL
PERSON SPECIFICATION
Job Title:      Licensing Officer Trainee
	
	Selection criteria 
(Essential)
	Selection criteria 
(Desirable)

	How Assessed

	Education & Qualifications

	Literacy and numeracy skills of a standard necessary to fulfil the obligations of the post 
	Grade C (Grade 4) or above or equivalent) in English and Maths.

	AF

	Experience

	Experience of dealing with the public in a customer care or customer-facing setting

	Experience of collaborating successfully with partners on joint projects.

	AF, I 

	Skills & Abilities

	Ability to communicate effectively verbally and in writing with the public, businesses, other staff, and management either face to face, by telephone, through e-mails, presentations, reports, or letters etc.
Ability to use own initiative, prioritise and manage workload over extended periods, producing accurate work within deadlines.
Able to gather and analyse information and evidence from a wide range of sources and keep accurate records.
Ability to use Word, Excel, PowerPoint, and Outlook, and to work proficiently on computer-based systems and databases.

	Ability to create innovative solutions to complex business compliance related problems.
Ability to work in partnership with communities, public and private sector partners in order to achieve positive outcomes for local people.

	AF, I


	Knowledge

	General understanding of compliance, covering licensing
Awareness of the impact that poor or non-compliance can have.

	
	AF, I

	Work Circumstances

	To hold a full driving license without any restrictions and willing to travel to sites and locations across Greater Manchester.
Willing and able to undertake out of hours work up to 8 hours per month.
	
	AF, I


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test
NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).
Our Guaranteed Assessment Scheme supports candidates with disabilities, those who are aged 24 or under and have previously been in or currently in care, those that are carers, and those whose last long term substantive employer was the Armed Forces.
