GRAVESHAM BOROUGH COUNCIL

JOB DESCRIPTION 

DIVISION - 

Regulatory Services – Communities Directorate
DEPARTMENT - 
Gravesham and Medway Shared Licensing Service
POST - 

Licensing Assistant
GRADE - 

Scale 2-3 
RESPONSIBLE TO-
Assistant Licensing Manager
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(s).  It is expected the post holder will contribute to and assist in the development of such changes.  
Job Summary
The post-holder will be responsible for:

· All administrative functions required to assist the Licensing Manager and Senior Licensing Officers in effectively and efficiently discharging the licensing functions and duties of Gravesham Borough Council and Medway Council, as may vary from time to time.  
· Supporting the strategic development of the Service

It should be noted that whilst staff may be allocated certain areas of ‘lead responsibility’, they will be required to become competent and deliver the service in all areas and aspects of licensing.

Job Activities
The post-holder’s duties will include:

· Recording, processing, responding to and otherwise dealing with applications, complaints, enquiries or other requests for service appropriately, in a timely manner, and in accordance with relevant procedures, policy, guidance and legislation, etc. commensurate with their level of responsibility.
· Assisting with the issuing of licences and ensuring that appropriate records, databases and registers are developed and maintained.

· Meeting relevant targets and performance standards, relevant to the assigned duties in order to achieve high standards of service delivery.

· Liaising and working in partnership with other council sections and teams, external agencies, trades, and any other relevant bodies in respect of licensing functions and other projects where their expertise will be of relevance and to ensure that all areas of work are satisfactorily progressed.

· Attending and contributing to training, courses and seminars as required to improve and/or maintain competence in all areas. 

· Covering for other colleagues and carrying out other work within the team, as necessary.
· Inputting information on databases, spreadsheets and other computer programmes, to collate statistics and generate data as required.
· Carrying out general clerical tasks as required.
The post-holder’s duties will also include assisting with:

· The preparation and production of reports or other documentation as required
· Financial functions and processes, for example. collating financial and statistical information and processing orders and invoices where relevant and forwarding for authorisation
· Developing and implementing policies and procedures relevant to the council’s licensing functions.

· Keeping abreast of, and implementing, technical and legislative updates.
· The design and production of guidance and other educational/promotional information and material. 

General 

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

· 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 council policies, General Data Protection Regulation, Data Protection Act 2018 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 to reduce crime and promote community safety.

· A commitment to the values and corporate objectives of the Councils.
· The post holder may be required to have an (Enhanced) DBS check in place in order to support the needs of the service.
GRAVESHAM BOROUGH COUNCIL 

PERSON SPECIFICATION 

	POST    Licensing Assistant  


	POST No. G455


	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE 

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties).


	Good communication skills- both orally and in writing

Excellent organisational and time management skills

IT literate

Keyboard skills


	

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations).


	Good working knowledge of Microsoft Office programmes, i.e. Word, Excel, etc.
	Familiarity with IDOX Uniform software

Knowledge and understanding of local authority licensing functions


	QUALIFICATION TRAINING

(Education/vocational qualifications and other training).

Verification will be required 
	Good level of general education to ‘GCSE’ level standard or equivalent by experience 
	Formal qualifications in a relevant subject, e.g. licensing, admin, business, I.T, etc.

	EXPERIENCE

(Level and type of previous experience)


	Use of Microsoft Office programmes
	Previous experience of working in an administrative and/or licensing position

Dealing with the public
Experience of using IDOX Uniform software



	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team).


	Ability to work co-operatively in a team
Customer and solution focussed
Keen to learn
Able to quickly adapt to new practices and processes
Ability to carry out administrative tasks under pressure and with minimum supervision
Methodical and meticulous
Reliable
	People skills and the ability to be assertive


	SPECIAL CONDITIONS

(E.g. willingness to work unsociable hours or wear a uniform).


	
	


