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JOB DESCRIPTION AND PERSON SPECIFICATION



	SERVICE AREA:

	Health and Wellbeing
	POSITION NO: 	1063015


	SECTION:

	Public Protection
	GRADE: 		12 

	JOB TITLE:

	Licensing Manager
	DATE PREPARED:	23/10/20

	EVALUATION DATE:
	16th November 2020

	JE NUMBER: 	NC538




1



	ROLE & PURPOSE OF JOB: 
To manage the work of the Licensing Section,support the Licensing Committee to develop and implement licensing policies and thereby enable the Council to function effectively as a Licensing Authority for a range of licensable activities. Primarily these include taxis,namely Private Hire and Hackney Carriage drivers, vehicles and operators, premises licensed for gambling in accordance with the Gambling Act 2005 and those licensed for the sale of liquor and/or provision of regulated entertainment in accordance with the Licensing Act 2003.

To act as a senior member of the Public Protection Division management team and contribute to the development and delivery of the Service Area Business Plan;  with specific  responsibilty for the actions of staff within the Licensing Section. This requires  implementing corporate  policies and procedures,and being conversant with national policies and initiatives involving licensing.

To develop an annual work plan for the Licensing Section, identify priorities, set targets and monitor performance to ensure that the licensing function is managed effectively and delivered within budget. 

To take the lead role in ensuring operational procedures are developed and reviewed, ensuring officers are competent to exercise their statutory powers, that resources are allocated on the basis of risk  and that any enforcement action is consistent with the requirements of the Councils Licensing Policies, legislation  and Government guidance as appropriate.


	
PRINCIPAL ACCOUNTABILITIES: Please identify the level of accountability.


	1
	Strategy -  
To be conversant with national strategies and initiatives for key areas within the scope of the job, to create and implement policies, operating procedures, and work programmes which are consistent with these and overarching corporate aims and objectives. 
To produce and manage the delivery of an annual work plan for the Licensing Section having regard to best value ensuring performance targets are met and that statutory services are provided in accordance with the relevant legislation and guidance including that issued by the Home Office and Department for Transport.

	2
	Customer Focus -  
To lead the Section forward, on quality, performance and promote a customer focused culture to ensure that services are delivered effectively and in response to identified need.

To ensure the Section paticipates fully in consulting service users to identify their expectations, to receive feedback on the quaility of the service provided, and to benchmark performance. To act on this information and enable the Section to meet its targets for customer satisfaction and to strive for continuous improvement. 


	3
	Performance Management -  
To work as part of the Public Protection management team, effectively manage the performance of the Section, and be able to demonstrate achievements and outcomes in measurable terms against the Service Area Business Plan.

To monitor and evaluate service delivery against individual and team targets, take corrective action to address underperformance,  ensure the production of timely and accurate performance reports, maintain quality standards, benchmark  performance ,and achieve continuous improvement in service delivery.


	4
	Leadership – 
To lead by example, and create a positive culture within the Section. To motivate, develop and support staff to achieve their full potential through the application of an effective approach to managing personal performance and development.

To ensure that the performance of staff and their continued professional development is regularly reviewed and is commensurate with their duties and the powers that they are authorised to exercise on behalf of the Council.   

To provide staff with guidance and direction when dealing with complex licensing issues.


	5
	Statutory Obligations – 
To act as the lead officer for the Council with responsibility for managing the administration of the licensing function and the enforcement of the relevant statutory provisions and licence conditions.

To ensure that the Council develops, adopts  and implements Policies that enable it to function as a Licensing Authority in respect of the full range of licensing duties including those under Taxi Licensing, the Licensing Act 2003 and the Gambling Act 2005  


	6
	Budget Operation –
To be responsible for operating the Section’s budget and all other financial functions.

To report and be accountable for performance to the Head of Public Protection, ensuring that income targets are met and expenditure targets are not exceeded, working to mitigate any variances and ensuring that procurement and all other Council financial requirements are adhered to.


	7
	Enforcement –
To act as “The Officer in Charge” for all criminal investigations undertaken by  officers of the Section, and ensure that they exercise their statutory powers in accordance with relevant legislation and guidance including the Police and Criminal Evidence Act 1984, the Criminal Procedures and Investigations Act 1996, the latest Code for Crown Prosecutors as well as the Councils Enforcement Policy. 

To ensure that officers exercise their other powers correctly, and in accordance with their authorisations.

To represent the Licensing Authority (Council) in relevant court procedings.


	8
	Working With Partners –
To develop and maintain effective working partnerships with other Council departments, central government departments, and  other statutory bodies, such as the Police, and  Humberside Fire and Rescue to ensure that there are good communications and to maximise the potential benefits of collaborative working.

To manage the Responsible Authorities Group for the purposes of ensuring a coordinated and risk based approach for enforcing the provisons of the Licensing Act 2003


	9
	Advice and Support -
To ensure  the provision of  good quality advice and information on best practice and the law in all areas of operation to assist  members, businesses, employees, voluntary agencies, the public and other Council staff understand their legal responsibilities and to help build legal compliance .

To plan and partcipate in local and national campaigns, initiaves or surveys  aimed at delivering improvements to the licensing service, raising standards and sharing good practice to enhance the profile of the Council or City generally.  


	10
	Licensing Committee -
To draft and present reports, and to recommend strategies, policies and work programmes for consideration by senior managers and members of the Councils Licensing Committee and Sub Committees.  





	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY: 		
Designated as Politically Sensitive


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	3. HEALTH AND SAFETY 
The Health and Safety at Work etc Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.


	4. GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.





	JOB CHARACTERISTICS: Confirm by crossing the boxes that the post has the following characteristics (Only cross the boxes that apply).

	· Postholder will be either a qualified professional within their job type or are a specialist with relevant experience.

[bookmark: Check1]|_|

· Role will impact on and input to the direct planning of service delivery either corporately or departmentally.

[bookmark: Check2]|_|

· HR skills can comprise of being in a managerial role requiring motivating, developing and ensuring the health and wellbeing of a dedicated staff group and/or HR skills in influencing peer and senior managers.

[bookmark: Check3]|_|

· Role is managerial with a degree of independence ensuring delivery against set objectives.  Role is subject to a broad amount of supervision/direction.

|_|


· Role has requirement to identify and recommend relevant policies and practices which impact across the departmental service area or can have a corporate impact.   
|_|

· Role is required to manage/monitor/direct financial plans and budgets in line with corporate policy.

|_|

1. Role has the authority to make key decisions impacting on the Principal Accountabilities.

|_|







	ORGANISATION CHART: Please Provide Job Titles and Grades  

	
	
	
	Immediate Line Manager
Head of Public Protection

	
	
	

	Other jobs (peers) that report to immediate line manager
Food, Health and Safety Manager
Trading Standards Manager
Environmental Regulation Manager 
	
	This Position
Licensing Manager

	
	
	

	
	
	Direct Reports
Principal Licensing Officer






	RESOURCE MANAGEMENT:
Section 1 & 2 should be completed. Section 3 should only be completed if the postholder does not have direct responsibility for staffing or budgets.

	1.
	Direct responsibility for Staff: (state numbers of staff and costs)
10 staff with a pay budget of £430,561 Non pay budget £26,561

	2.
	Direct responsibility for Budgets: (state key specifics budgets and monetary sums)
Responsibility for Licensing Section income totalling £710,679 

	3.
	Impact on Corporate/Service/Departmental spending:
     



	PERSON SPECIFICATION
	Cross relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.  The requirements that state ‘if relevant to the job’ will be crossed as essential if applicable. 
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Degree or equivalent level of experience in Licensing or other type of enforcement
	x
	
	AF,I,CQ

	
	Evidence of continuing professional development and/or membership of professional body such as the Institute of Licensing
	
	x
	AF,I,CQ

	2. 
	Relevant Experience:

	
	Substantial management experience which demonstrates the ability to initiate, plan, monitor, develop and implement service provision
	x
	
	AF,I

	
	Significant experience of making change and service improvement in a complex environment
	x
	
	AF,I

	
	Experience in managing complex data and information from a variety of sources, and ability to analyse and interpret performance data
	
	x
	AF,I

	
	Experience of successfully line managing and leading a team of staff
	x
	
	AF,I

	
	Experience of managing a substantial amount of financial, people and other resources
	x
	
	AF,I

	
	Experience and understanding of planning and project management in a leadership capacity
	
	x
	AF,I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults (if relevant to the job)
	
	N/A 
	     

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults (if relevant to the job)
	
	N/A 
	     

	
	Ability to plan, manage and deliver complex projects
	x
	
	AF,I

	
	Able to challenge appropriately, to design and introduce improvements and to manage change across a defined service area
	x
	
	AF,I

	
	Proven management skills, including the ability to lead, motivate others, encourage teamwork, delegate and get the best out of people
	X
	
	AF,I

	
	Ability to propose and implement improvements to systems and working methods across a service area to deliver a performance focussed culture
	X
	
	AF,I

	
	Ability to think and operate strategically and translate strategy into practical service plans
	x
	
	AF,I

	
	Ability to build and maintain effective teams ensuring the health, safety and wellbeing of the team.

	x
	
	AF,I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (if relevant to the job)
	
	N/A
	     

	
	Possesses a detailed understanding of methods, systems and procedures, technical practices to manage areas of operational services including enforcement 
	x
	
	AF,I

	
	Able to predict and drive change in a rapidly changing environment to deliver a performance based culture
	x
	
	AF,I

	
	Appreciation of wider/strategic including government policy and legislation affect local government, and how they impact on the job and the Licensed Trade
	X
	
	AF,I

	
	Uses knowledge to analyse and solve problems with an appreciation of possible longer-term implications
	x
	
	AF,I

	
	Uses knowledge of the service to be able to make decisions on requirements of the service and its development
	X
	
	AF,I

	
	Able to act as the Officer in Charge of a criminal investigation
	X
	
	AF,I

	
	

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (if relevant to the job)
	
	N/A
	     

	
	Strong relationship development and leadership skills with senior management, peers and direct reports
	x
	
	AF,I

	
	Evidence of developing teams by coaching, training and delegation
	
	X
	AF,I

	
	Ability to write and present complex licensing reports to senior management and memebers
	X
	
	AF,I

	
	Written Skills

	
	Strong verbal and written communication skills including the ability to receive and present complex, sensitive or contentious data to individuals and groups, overcoming barriers to communication 
	X
	
	AF,I

	6.
	Other: (if there aren’t any state ‘none’)
	
	
	

	
	None
	
	
	     








	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:
	
	
	

	
	People First
	|X|
	N/A
	I

	
	Respect
	|X|
	N/A
	I

	
	Learning
	|X|
	N/A
	I

	
	Ambition
	|X|
	N/A
	I

	
	Partnership
	|X|
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:
	
	
	

	
	Leading forward
	|_|
	N/A
	     

	
	Improving services
	|_|
	N/A
	     

	
	Analysis and decision making
	|_|
	N/A
	     

	
	Making things happen
	|_|
	N/A
	     

	
	Communicating with impact 
	|_|
	N/A
	     

	
	Collaboration 
	|_|
	N/A
	     

	
	Developing self and others
	|_|
	N/A
	     

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs
 

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).

	|_|
	N/A
	     

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory #  Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	|_|
	N/A
	AF(after short listing)

	
	 If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	|X|
	N/A
	AF(after short listing)
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