Role Profile Addendum 
(to be completed for generic role profiles, mapped to multiple positions)   
Please provide details specific to this position. While this information will not be used for job evaluation purposes, it will support processes such as recruitment and selection, salary supplements, performance management, and other relevant business processes. 
	 Job Title:
	Licensing Enforcement Officer

	Role Profile Ref:
	MUL120

	Role Profile Title:
	Enforcement Officer II

	Directorate:
	Wellbeing

	Service area:
	Public Protection



	Specific responsibilities associated with this position 

	
· Process licensing applications within defined timeframes and in line with defined processes and procedures, to provide an efficient licensing service.(this can include any licence administered by the Licensing and wider Trading Standards Teams)
· Undertake routine inspections to check compliance with specific licensing regulations, licence requirements and legislation.
· Attend reported incidents of unauthorised, unlicensed, or illegal activity to address issues according to defined enforcement procedures.
· Investigate contraventions and obtain evidence in line with procedures and best practice, to support legal action where prosecution is required.
· Take formal actions as appropriate in line with defined policies and procedures, including serving legal notices/orders/demands.
· Engage, advise and educate involved parties of their responsibilities and legislative requirements in order to improve their understanding and encourage compliance.
· Notify other agencies or Council operative teams to arrange remedial work or resolve issues.
· Attend and give evidence at court, licensing hearings as required.
· Maintain up to date records so that information is accessible, auditable, and able to be used in further proceedings.


	Specific person specification associated with this position 

	Specific Qualifications and Experience  
	· Educated to A Level / NVQ3 or Diploma level or equivalent gained from hands on experience in an enforcement type role.
	

	· Professional Licensing Practitioners Qualification
	

	· Knowledge of enforcement processes and procedures.

· Ability to plan and prioritise workload according to demands and requirements.

· Ability to persuade and influence individuals to gain their co-operation and compliance, including using tact and professionalism to diffuse confrontational situations.
	

	
	

	
	

	
	





	 
	Use this section to identify other requirements for this position. 

	 
	•	Standard DBS	
•	Must hold a valid UK driving licence with access to own or pool car. 
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