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Gravesham Borough Council
JOB DESCRIPTION 

	Directorate:
	Communities and Inclusive Growth

	
	

	Department:
	Community Protection

	
	

	Post:
	Regulatory Services Manager

	
	

	Grade:
	Scale POD - POE

	
	

	Hours:
	37

	
	

	Responsible To:
	Head of Community Protection


This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes.
Job summary
Working closely with the Head of Community Protection to:
· Manage, lead and develop the delivery of the Council’s Regulatory Services (i.e. Environmental Health which includes (but is not limited to) food safety, health and safety, environmental protection, and animal activities, and Licensing, which is a shared service with Medway Council) to achieve organisational, performance and financial targets and in full compliance with all procedural and legislative requirements. 
· Be responsible for the operational and day to day delivery and performance of the service, seeking to embed a culture of continuous improvement in service quality, cost efficiency, customer experience and corporate and partnership working.

· Contribute to the management of the corporate health and safety service as may be required.
· Provide enhanced outcomes and efficiencies through joined up working with external stakeholders and internal colleagues/teams, including in particular those making up the wider Community Protection Service.
Main Accountabilities and Responsibilities
· Ensure that all functions are delivered in a business-like and efficient manner, reflecting statutory and good practice guidance, national and local targets, corporate objectives, and that resource distribution and systems are appropriate to maintain and improve performance.

· Undertake line management responsibility for staff members of Regulatory Services in accordance with corporate procedures.
· Ensure that all statutory returns relating to the work of the department are made on time and in full.

· To undertake an element of day-to-day work of the service area dependent on skill set, particularly in more complex, challenging or sensitive cases.
· Prepare reports and attend relevant meetings within the municipal calendar (which includes working outside normal office hours) and provide support to the relevant portfolio holder/s and Committee Chairs.
· Represent Gravesham and Medway at internal and external meetings, including Kent-wide liaison groups, as required.
· Take personal responsibility for particular high profile and complex projects involving the department and where a high level of professional and managerial involvement is required.
· Ensure that the Council is advised of all its statutory and other duties under the legislative provisions concerning Environmental Health, Licensing and related matters and to advise on steps to be taken and any specialist resources to be procured to ensure the Council meets its responsibilities.
· Ensure the Environmental Health and Licensing teams understand and implement new regulations, legislation and statutory guidance.
· Responsibility for the creation and maintenance of business plans, policies, procedures and other such documents as may be required.
· Attending and contributing to training, courses and seminars as required to improve and/or maintain competence in all areas.
· To progress the digitisation of the service and best use of the specialist software packages in use within the service area, bringing forward improvements and managing change.

· Ensure that the service contributes fully to corporate projects and initiatives and in accordance with the agreed timescales.
· Manage the budgeting needs, budget monitoring and fee setting of Regulatory Services in accordance with the Council’s financial management policies, procedures and guidance.
· Be responsible for ensuring that appropriate processes are in place for the recruitment, selection, training development, motivation and discipline of staff within Regulatory Services in order to maximise the effective and efficient working of the team.
· Participate in the out of hours cascade arrangements for environmental health.
General Responsibilities

· To carry out such other duties as may be required, commensurate with the grade and level of responsibility, as directed by management.

· To participate as required in Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver its critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.
· A commitment and contribution to the Council’s Equal Opportunities Policies is an essential requirement of the post.

· The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice, Procedures or Policies.

· The post holder must ensure that data quality and integrity is maintained, and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation.
· The post holder will comply with Statute and Council Policy in all respects.

· An awareness and commitment to Section 17 of the Crime and Disorder Act

1998, which places a statutory duty on police and local authorities to work in partnership in order to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA

· A commitment to the values and corporate objectives of the Councils
· The post holder will be required to have a full UK driving licence and daily use of their own vehicle with suitable business insurance.
PERSON SPECIFICATION

	Characteristic
	

	
	Essential
	Desirable

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)


	· Excellent written, presentational and verbal communication skills including excellent technical report writing skills

· Leadership skills: able to lead, motivate and manage professional teams, and ability to persuade, coach and influence colleagues and stakeholders

· Effective IT and digital skills 
· Excellent time management and organisational skills
· Ability to work effectively under pressure & handle stressful situations
· Project management and change management skills
· Innovative thinker with ability to analyse & weigh complex issues

· Ability to work on own initiative 

· Assertive, yet tactful and polite
· Negotiation and facilitation skills: high level of proficiency; clear listening, questioning and reasoning ability

· Excellent customer service skills
	· Familiarity with Uniform/Idox software.

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	· Good level of awareness of all the environmental health and licensing service areas.
· Competency and in-depth knowledge of the legislation, working practices and methodologies in at least one of the relevant specialist areas. 

· Up to date understanding of current challenges, pressures & developments affecting environmental health, licensing and local government 

· Good understanding and practical experience of PACE
· Good level of political awareness and knowledge of the operation of local government
	· Awareness of the public health agenda, and the ‘wider determinants of health’

	QUALIFICATION / TRAINING

(Educational / vocational qualifications and other training)

Verification will be required
	Educated to graduate level with a degree, diploma, or other equivalent qualification in environmental health 


	· Environmental Health Registration Board Certificate of Registration in Environmental Health 
· Academic, NVQ or professional qualification in a directly related subject such as food safety, health and safety, acoustics, licensing etc 

· Full Membership of professional body –Chartered Institute of Environmental Health, Institute of Licensing etc 
· Management qualification
· Customer service qualification

	EXPERIENCE

(Level and type of previous experience)
	· Recent experience of working in local government 

· Recent experience of effectively managing staff

· Experience of effectively working with partners, external organisations, elected members and local communities
· Committee experience, including report writing

· Understanding of processes and procedures relating to the management of a local authority budget
	· Experience of wider local government practices and procedures


	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	· Positive ‘can-do’ attitude 
· Good judgement

· Diplomacy

· Assertive but tactful and polite; able to deal with difficult customers/situations
· Methodical and meticulous

· Motivated self-starter
· Initiative

· Able to both lead a team and work effectively within a team environment
	

	SPECIAL CONDITIONS

(e.g. willingness to work unsocial hours or wear a uniform)
	· Ability and willingness to carry out required site visits – including vacant sites, confined spaces, use of steps/ladders, able to lift and carry equipment 
· Car driver with full clean driving licence and unrestricted use of vehicle.
· Able to work outside office hours as role includes attendance at evening and weekend meetings,  may include out of hours site visits, and participation in the environmental health OOH cascade
	



