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JOB DESCRIPTION and PERSON SPECIFICATION 


	SERVICE AREA:

	Public Health and Adult Services

	POSITION NO: 1062996 and 1062995

	SECTION:

	Public Protection 
Food, Health & Safety 

	GRADE:  11 

	JOB TITLE:

	Principal Environmental Health Officer (Food)

	DATE PREPARED:	07/04/2015
(Reviewed 23/11/2022 and March 2023)


	EVALUATION DATE:
	13/04/2023
	JE NUMBER:  NC3720                          




	ROLE and PURPOSE OF JOB: 
To ensure that the statutory duties for which the postholder is responsible are carried out effectively so that the Council complies with its legal obligations. These duties are primarily but not exclusively involve enforcement of food safety legislation in accordance with the Food Law Code of Practice (England) and the control of infectious disease under direction from the "Proper Officer" (UK Health Security Agency).

To act as a member of the Food and Health and Safety management team and contribute to the delivery of the Service Area Business Plan;  with specific responsibilty for the actions of staff within the Food Safety Team. This requires  implementing corporate policies and procedures, being conversant with national policies and initiatives, developing team work plans and operational procedures, as well as managing staff performance.

To develop an annual work plan with respect to food safety, identify priorities, set targets and monitor performance to ensure that programmes of work are delivered for the relevant lead bodies including the Food Standards Agency.  Ensure that suitable planning takes place to ensure adherence to targets on a monthly, quarterly and annual basis in order for the authority to meet its targets, balancing reactive and pro-active workloads to achieve this.

To discharge the responsibilities as Lead Officer for Food Safety - this is a statutory function. Failure to comply with food safety standards can have a national as well as a local impact. It is also a vital part of ensuring Hull’s reputation as a city is not tarnished by poor standards of compliance.  This role plays a large part in the relationship management between food businesses and the authority.

To manage the development and training of Environmental Health Officers and other team members on a day-to-day basis to ensure that they gain the necessary experience for them to be able to progress through the FSA competency framework which has been set up by the Section Manager.




	
PRINCIPAL ACCOUNTABILITIES: Please identify the level of accountability.


	1
	Strategy – To assist the Food and Health and Safety Manager by developing and monitoring adherence to an annual work plan and by implementing and monitoring policies and work programmes to enable the performance of the Section to be managed against objectives. To take a lead role in the day-to-day work in areas of specialisation, a role which may also involve the management of Contractors and external specialists as well as external high-level stakeholders.     

	2
	To identify priorities to ensure that statutory services are undertaken in accordance with the relevant legislation and guidance including that issued by the Food Standards Agency and UK Health Security Agency. To act as a point of contact at Hull City Council for the Food Standards Agency and be a ‘Lead Officer’ for Food Hygiene. 

	3
	To be responsible for, and have the discretion to, initiate investigations to detect and rectify serious breaches of a wide range of legislation.  To interview witnesses, take statements, collect, prepare and collate evidence correctly, thoroughly, professionally and in accordance with the Police and Criminal Evidence Act 1984 and departmental procedures, to prepare prosecution reports and to act as a witness in court on behalf of the Council. 

	4
	Customer Focus - To conduct detailed inspections and audits at the highest risk business premises, to determine standards, secure improvements and ensure compliance with legal requirements, so as to safeguard work force and public health, safety and welfare.  Investigate the most complex service requests, officer identified contraventions, to identify breaches of legislation, non-compliance with statutory codes of practice, and risks to public health. To take the lead in responding rapidly to urgent requests from the Food Standards Agency and UK Health Security Agency and statutory notifications from other Government Agencies.  To negotiate suitable timescales, for the completion of requests, which may include making demands of central government agencies themselves and challenging the assumptions and decisions they have already made in order to provide a customer focussed and balanced service for the residents of Hull.  Work closely with the Team Managers within the other parts of the Division and colleagues elsewhere in the authority to deliver a cohesive service, this may involve, where necessary taking a lead role in communication for a number of services.  This will involve strong influencing skills and interpersonal skills to achieve the desired outcome. 

	5
	To champion a quality, performance and customer focused culture to ensure that services are delivered effectively and in response to identified need. To produce accurate and timely correspondence, records, files and data, including the use of IT and the production of technical reports, to ensure the delivery of quality assured highly focused customer service. To inculcate the practices and processes throughout the team. To act as a lead in the development of corporate systems in use in order to make them as effective as possible in illustrating the contributions of the team to public health objectives. To carry out audits on information contained within the IT systems to ensure accuracy and relevance and to make sure they reflect the current status of premises and can be scrutinised by the relevant external authorities.

	6
	To manage public requests for advice and reports of concern to ensure a timely and effective response and to ensure the provision of an evidence trail associated with interventions within the team which will allow a qualitative review of action undertaken. To receive feedback on the quality of the service provided, and to benchmark performance. To act on information to enable to team to meet its targets for customer satisfaction and to strive for continuous improvement. 

	7
	Performance Management - To conduct Personal Growth and Performance Review (PGPR) Interviews and 1-1 meetings for the purpose of setting and achieving targets and identifying development and training needs of professional and technical staff.  To ensure set standards are achieved and maintained. To take a lead role in monitoring and evaluating 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 and achieve continuous improvement in service delivery. 

	8
	To mentor, train, guide and support less experienced Senior Environmental Health Officers, Environmental Health Officers, Graduate Environmental Health Officers, Food Safety Officers, Regulatory Support Officers and professional trainees, to contribute to their professional development and the development of the team.

	9
	To recognise, communicate and mitigate risks to the delivery of performance standards. To achieve personal deadlines and targets to ensure compliance with the Service Delivery plan.

	10
	Leadership - To lead by example and create a positive culture within the team. 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 identify the need for change whilst carrying out the operational implementation of current requirements, at an individual level and through the supervision of staff.  To contribute to the planning associated with communicating action needed in response to changes in legislation (or other desirable behavioural change) and to take a primary lead in ensuring the businesses who must deliver these changes are both familiarised with the changes and can take the necessary practical steps to achieve them.  Monitor the team to ensure consistency in implementation of changes. 

	11
	In the most complex and high profile cases, to lead, guide and support Senior Environmental Health Officers, Environmental Health Officers, Graduate Environmental Health Officers and Food Safety Officers in the decision to make applications to the Magistrate’s Court for warrants, their execution, and the seizure, detention and confiscation of dangerous articles and substances to safeguard public health. To act as a professional lead during the assessment of other serious high profile/risk contraventions, providing support to Senior Environmental Health Officers, Environmental Health Officers, Graduate Environmental Health Officers and Food Safety Officers during incidents and as part of Voluntary closure situations.

	12
	To participate in the Councils Standby and Call Back to Work Scheme if/as required to meet the demands on the service. Seperately from this, as a matter of course to be able to work flexibly to allow site visits to occur outside of normal working hours to meet the exigencies of the service. 

	13
	To ensure that the performance of staff and their continued professional development is regularly reviewed and is commensurate with their duties and powers that they are authorised to exercise on behalf of the Council. To assess the competency of staff to determine the level of authorisation provided and identify training and development needs to ensure the statutory requirements of the team can be discharged effectively. 

	14
	Statutory Obligations – to act and be listed as a Food Standards Agency ‘Lead Officer’ for Hull City Council. To interpret new and existing legislation using professional judgement, and to determine the impact on service delivery and to ensure the correct allocation of enforcing authority responsibilities between the Council and the Food Standards Agency for premises within the city. 

	15
	To develop and maintain effective working partnerships with internal departments, central government departments and other law enforcing bodies to ensure that there are good communications and to maximise the potential benefits of collaborative working. To participate in the Hull City Councils Events Safety Advisory Group. To possess a sound working knowledge of the General Data Protection Regulations (GDPR).

	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:
THIS POST IS NOT POLITICALLY RESTRICTED

	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 post holder 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 workplaces in the Council.


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

	· Post holder will be required to have a range of either professional or specialist knowledge or experience.

x

· Role will have supervision and planning of other people’s workloads and/or planning or scheduling of work over the short term.

x

· 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.

x

· Role has latitude to determine appropriate actions within set policies and practices.  Role is subject to structured direction and supervision with set objectives.
x

· Role has requirement to identify and establish relevant policies and practices within their specific area of responsibility.   

X

1. Role is required 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.

x






	ORGANISATION CHART:  Please Provide Job Titles and Grades  

	
	
	Immediate Line Manager

Food and Health 
and Safety Manager 

	
	

	Other jobs (peers) that report to immediate line manager
Principal Environmental Health Officer (Health and Safety) 
	This Position
2x Principal Environmental Health Officer (Food) 

	
	

	
	Direct Reports
3x Senior Environmental Health Officers
3x Environmental Health Officers/Environmental Health Officers
1x Food Safety 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: 
To be responsible for the day-to-day guidance, support and supervision of experienced officers in the execution of official controls as well as day to day guidance, support and supervision of less experienced professional officers and professional trainees. To ensure the Food Standards Agency’s competency framework is completed for all staff. 

To co-ordinate and lead work, including enforcement action to resolve problems involving staff from the other professional teams within the Public Health and Adult Services Directorate.


	2.
	Direct responsibility for Budgets:
Although not responsible for budgetary control, there are serious and wide-ranging ramifications if an officer takes inappropriate enforcement action or provides incorrect advice or direction.  The authority could be left open to significant financial liability. 


	3.
	Impact on Corporate/Service/Departmental spending:
This does not apply as the post holder has direct responsibility for staffing.

	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:

	
	Must be a qualified Environmental Health Officer with an MSc. or BSc. (Hons) Degree or Diploma in Environmental Health. Possess a valid Certificate of Registration with the Environmental Health Officers Registration Board
	
	
	AF, CQ    

	
	Evidence of continuing professional development and/or membership of professional body
	
	
	AF, CQ    

	
	Currently competent to deliver the full range of interventions under the Food Law Code of Practice
	
	
	AF, I    

	
	Be currently, or working towards becoming a ‘Lead Officer’ for Food Hygiene in accordance with the Food Law Code of Practice (England)
	
	
	AF, CQ, I

	
	Membership of CIEH
	
	
	AF, CQ

	
	Level 5 Management Qualification
	
	
	AF, CQ

	
	Lead Auditor Qualification
	
	
	AF, CQ 

	
	Specialist food qualifications/certification (e.g. HACCP, Infectious diseases control etc)
	
	
	AF, CQ

	2. 
	Relevant Experience:

	
	Experience of delivering, monitoring and planning services at an
Operational level
	
	
	AF, I, R 

	
	Experience of undertaking Change Management, planning and implementing new ways of working
	
	
	AF, I     

	
	Experience of successfully managing activity and performance targets
	
	
	AF, I 

	
	Ability to build and maintain effective teams ensuring the health, safety and wellbeing of all staff within the team
	
	
	AF, I 

	
	Ability to manage effective budgets/resources and enforce proper financial controls, showing sound business judgement including experience of leading a team of staff
	
	
	AF, I

	
	Practical experience and competence in Environmental Health work. The post holder must maintain satisfactory compliance with Continued Professional Development requirements after appointment
	
	
	AF, I, CQ     

	
	Experience or knowledge of undertaking primary production audits, approved premises approvals/review of approvals, export certificates, supporting and contributing to external audits, validation of food safety management systems, developing internal operational systems, assessing industry assurance of compliance, and assessing businesses using specific processing methods and specific high-risk products
	
	
	AF, I      

	
	Experience and understanding of planning and project management
	
	
	AF, I      

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

	
	Experience of successfully managing their own activity and performance targets
	
	
	AF, I

	
	Experience of undertaking legal enforcement work
	
	
	AF, I

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

	
	Able to challenge constructively to design and introduce improvements and to manage change
	
	
	AF, I      

	
	Able to manage and lead colleagues effectively in a challenging environment. Ability to maintain cohesion within a team and deal with conflict to achieve a positive outcome. Ability to deal with supervisory issues consistently with the other Lead Environmental Health Officers/Principal Environmental Health Officer (Health and Safety)
	
	
	AF, I     

	
	Ability to plan ahead / organise / prioritise, implement service improvements and innovations. Contribute to continuous improvement
	
	
	AF, I      

	
	Ability to synthesise and prioritise complex and potentially conflicting demands, understand and absorb information and resolve problems. Require highly developed co-ordination, time management and prioritisation skills to enable the post-holder to achieve plans and objectives in a timely and organised manner
	
	
	AF, I      

	
	Ability to analyse problems, situations and information, think laterally and present innovative and feasible solutions
	
	
	AF, I      

	
	Ability to translate strategy into practical service delivery    
	
	
	AF, I     

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

	
	Communication and negotiation skills to effectively communicate requirements and to secure commitment to actions and changes in behaviour and working practices in order to comply with the law and safeguard public health
	
	
	AF, I     

	4. 
	Knowledge:

	
	A detailed specialist knowledge of the legislation relating to the activities of the Food and Health and Safety Section and Infectious Disease Control. A knowledge and understanding of the legislation applicable to Health and Safety, including Regulations, Statutory Instruments, Technical Guidance, Codes of Practice, Industry Guides, Government Circulars, British Standards
	
	
	CQ, AF, I

	
	Sound basic knowledge of Planning, Building Control, Trading Standards and Licensing legislation
	
	
	AF, I     

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

	
	Understand how government policy/legislation impacts on council strategy and services
	
	
	AF, I     

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

	
	Uses knowledge of the service to be able to make
decisions on requirements of the service and it’s development
	
	
	AF, I    

	
	Sound working knowledge of Regulatory Investigatory Powers Act,
Freedom of Information Act, General Data Protection Regulations 
(GDPR), Criminal Procedure and Investigations Act. A thorough 
technical knowledge FHRS Brand Standard, FSA Food Law Code
of Practice and associated guidelines as well as Health and Safety Legislation as it applies to food businesses
	
	
	AF, I    

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to build and manage effective relationships with stakeholders
	
	
	AF, I     

	
	Strong analytical skills with the ability to process complex information and explain/present the information
	
	
	AF, I     

	
	Ability to build and maintain effective teams
	
	
	AF, I     

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	
	
	AF, I     

	
	The post holder regularly requires advisory, guiding, negotiating and persuasive skills at a highly developed level.  This involves the exchange of sensitive information, both orally and in writing.  The confidential information can be contentious, and the post holder does have to communicate this sort of information to a range of different types of audience.  There may be a requirement for the post holder to communicate with people whose first language is not English, through interpreters
	
	
	AF, I     

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

	
	Written Skills

	
	Able to write detailed statements, reports, specifications, schedules, legal notices, letters to businesses, other agencies and individuals in a clear, concise, grammatically correct format, all of which have the potential to be used as evidence in legal proceedings, in accordance with the PACE Act
	
	
	AF, I     

	
	All written documentation has to be produced within tight time restraints
	
	
	AF, I     

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

	
	To have a full drivers licence and access to a car for work purposes
	
	
	AF, CQ   

	

	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|
	
	I

	
	Respect
	|X|
	
	I

	
	Learning
	|X|
	
	I

	
	Ambition
	|X|
	
	I

	
	Partnership
	|X|
	
	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
	[bookmark: Check1]|X|
	
	 I    

	
	Improving services
	|X|
	
	 I   

	
	Analysis and decision making
	|X|
	
	 I  

	
	Making things happen
	|X|
	
	 I 

	
	Communicating with impact 
	|X|
	
	 I

	
	Collaboration 
	|X|
	
	 I

	
	Developing self and others
	|X|
	
	 I

	
	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 # PLEASE SELECT Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). #Service area to select as required.
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.
	|_|
	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|
	
	AF (after short listing)
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