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JOB DESCRIPTION and PERSON SPECIFICATION 

	
SERVICE AREA: Public Health and Adult Services

	
POSITION NO: 

	SECTION:  Food, Health and Safety 

	GRADE: Career Grade 7/8, Grade    9 (no automatic progression)


	JOB TITLE: Health and Safety Enforcement Officer

	DATE PREPARED: 19/7/2019 (reviewed 15/12/2022)

	EVALUATION DATE:  18/04/2023
	JE NUMBER:  NC4349




	ROLE and PURPOSE OF JOB:

To work within a specialist professional team involved in discharging the City Council’s statutory functions and commitments in relation to the enforcement of health and safety legislation.

To safeguard the health, safety and welfare of persons employed in the city, and the public through the inspection of business premises and processes, the investigation of complaints, accidents, dangerous occurrences and work-related diseases. Taking immediate action where there is a risk of a fatality or serious injury, the preparation and enforcement of statutory notices, the prosecution of offenders and the provision of specialist technical advice.

To maintain a register of persons and premises in relation to the activities of hairdressing, tattooing, semi-permanent make-up, cosmetic skin piercing, acupuncture and electrolysis, and to regulate these activities through the issue of licences, preventive inspections and investigation of complaints.

To ensure a smoke free environment for all employees and the public throughout the city by enforcing smoke free legislation, carrying out inspections and investigating complaints. Taking enforcement action against individuals and businesses by preparing and implementing fixed penalty notices and prosecutions.

To participate in the provision of highly interactive client focused responses to requests for services.














	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Customer Focus

Grades 7

To proactively inspect businesses (including domestic premises) to conduct detailed Health & Safety audits and surveys to determine standards, secure improvements and ensure compliance with legal requirements, so as to safeguard public health, safety and welfare.  

To respond to public requests for advice and reports of concerns in a timely and effective way and provide an evidence trail associated with interventions which will allow a qualitative review of action undertaken.

To investigate incidents which may have resulted in injury or near miss, and deal with affected persons with empathy. 

To provide and participate in the provision of a highly customer focused response to requests for the Environmental Health (Health & Safety) services.

Grade 8
All of the above plus

To investigate incidents which may have resulted in serious injury or near miss and deal with the person injured and their family with empathy and understanding. 
 
To use a variety of communication techniques to ensure clients are given every opportunity to take full ownership of their responsibilities and achieve full compliance with the various pieces of legislation enforced by the section.

To be able to confirm or gather required information by using active listening and effective questioning techniques.

To work on a regular basis with persons who can display aggressive, challenging, or argumentative behaviour and to deal with this calmly, rationally, and assertively in line with Council policies/procedures. Where necessary and appropriate to establish practical solutions and potentially negotiate informal solutions to avoid the need for enforcement action.

To influence a change in behaviour within both local business owners and businesses with a broader UK base in order to improve standards of health and safety performance in those organisations which require change and improvement. 



	
	Grade 9
All of the above plus 

To conduct detailed inspections and surveys with a view to resolving complex issues within difficult, sometimes hostile settings, to determine standards, secure improvements and ensure compliance with legal requirements, so as to safeguard public health, safety and welfare.  

To advise, liaise and attend meetings as necessary with various other internal departments such as Social Services, Legal Services Department, Corporate Events Management etc and external agencies, such as the Health and Safety Executive, UK Health Security Agency, private organisations, the Police, Fire and Rescue Service and private individuals in matters of mutual concern such as dealing with breaches of legislation, registrations or licences with a view of finding solutions to difficult and sometimes sensitive issues. 


	2.
	Performance Management

Grade 7

The ability to accurately input, update, maintain, amend, retrieve and manipulate manual and electronic records and information from systems to produce accurate records for enforcement and regulatory activities and for statistical information to achieve the section’s performance targets.

To support trainee professional staff, less experienced professional officers, and to contribute to their professional development and ensure service delivery in line with guidance from the Health and Safety Executive and internal Policies and Procedures.

To achieve the objectives and targets of the Service Delivery Plan by working effectively as a member of the team and to produce timely and accurate correspondence, records, files and data, including the use of IT.

To work effectively with all team members within a performance framework, to enable progress on projects and meet all aims and objectives. To deliver specialist support, advice and guidance to new and subordinate officers and represent the Service at case conferences and multi-agency meetings so as to ensure effective operational joint working and to provide stakeholders and customers with timely and appropriate solutions.

To manage investigations and caseloads within an environment of conflicting and changing priorities, professional and political demands, meeting the timescales and deadlines required by the service and / or statutory requirements.

To achieve the objectives and targets of the Service Delivery Plan by working effectively as a member of the team and to produce timely and accurate correspondence, records, files and data, including the use of IT.

To undertake the appropriate risk assessments of situations / scenarios in order to appropriately manage potential risk to persons. 




	
	Grades 8 and 9
All of the above plus

To supervise and train trainee professional staff, less experienced professional officers, and to contribute to their professional development and ensure service delivery in line with guidance from the Health and Safety Executive and internal Policies and Procedures.

When requested, to correspond with third party contractors when they are carrying out works to comply with legal notices served by us, such as Improvement Notices, ensuring that all work is completed in a safe and timely manner and in accordance with the specification of the notice.

Contribute to the development of the health and safety workplan.


	3.
	Statutory Obligations – 

Grade 7

To interpret new and existing legislation using professional judgement, and to determine appropriate courses of action when non-compliance with legislation or risks to public health are identified.  Actions will range from the provision of advice, guidance and formal warnings, the service of a variety of legal notices, to the preparation of reports for legal proceedings. 

To investigate complaints using a range of methods including officer visits and assessment of records and interpretation of expert reports to be able to make decisions to take either informal remedial or formal enforcement action based on the results in accordance with the Section’s enforcement policy where decisions are subjective using a range of tools and enforcement powers. 

To determine appropriate courses of action when non-compliance with legislation concerning Health and Safety legislation is identified. Actions will range from informal action to the drafting, signing and service of formal notices.

To be responsible for and have the discretion to initiate investigations to detect and rectify serious breaches of various pieces of legislation including The Health and Safety at Work etc. Act 1974 and associated legislation, The Public Health Act 1984 and Local Government Miscellaneous Provisions Acts 1976 and 1984. To possess a sound working knowledge of the General Data Protection Regulations (GDPR).

To interview witnesses, take statements, collect, prepare and collate evidence correctly, thoroughly, professionally and in accordance with Police and Criminal Evidence Act 1984 (PACE) and departmental procedures.

	
	Grade 8 
All of the above plus

[bookmark: _Hlk122606158][bookmark: _Hlk122606224]To plan and conduct PACE interviews professionally and in accordance with Police and Criminal Evidence Act 1984 (PACE) and departmental procedures.  To prepare prosecution reports for straightforward, legal cases, allocated by the Team Manager and to act as a lead investigating officer and/or professional witness in Court on behalf of the Council.  To make applications to the Magistrate’s Court for warrants, execute and ensure the seizure, detention and proper destruction of goods e.g. for the purposes of PACE Code B searches, and/or examine confidential records in the exercise of health and safety related enforcement powers. 

To contribute to the planning of events by providing comment on the planning and inspection of events via the authorities Event Safety Advisory Group.

To be able to occasionally work anti-social hours, routinely unaccompanied, away from local authority premises. This requires lone working in potentially difficult situations where decisions often have to be made requiring legal enforcement action when advice from more senior officers is not immediately available.

Grade 9
All of the above plus  

To prepare prosecution reports for complex health and safety cases arising from inspections and/or incidents and to act as a lead investigating officer and/or professional witness in Court on behalf of the Council.

To contribute to the provision of comment on planning and licensing applications in relation to health and safety legislation and its potential public health impact.

	4.
	Investigations

Grade 7

To carry out inspections and surveys at medium risk businesses and domestic premises, licensable premises, and activities, without supervision or guidance, to determine standards, secure improvements and ensure compliance with legal requirements and licence conditions where decisions are often subjective, so as to safeguard the health and safety of persons employed and the public.

To take remedial action including the preparation and enforcement of statutory notices, fixed penalty notices or the initiation of legal proceedings with respect to these businesses.



	
	Grade 8
All of the above plus

To conduct detailed inspections and surveys at high-risk business and domestic premises, licensable premises and activities, without supervision or guidance, to determine standards, secure improvements and ensure compliance with legal requirements, and licence conditions where decisions are often subjective, so as to safeguard the health and safety of persons employed and the public.

To prepare and issue technical inspection reports with minimal supervision and guidance; and in so doing determine the most appropriate course of action for remedying any legal contraventions and advise on current best practice. 

Grade 9
All of the above plus

Participate in multi-agency visits arranged as part of the responsible authorities group.

To use statutory powers to investigate complex service requests, officer identified contraventions and statutory notifications from Government Agencies.  To identify breaches of legislation, non-compliance with statutory codes of practice and risks to public health and the environment.


	5.
	Prosecutions

Grade 7

Under the instruction and guidance of more senior staff to initiate investigations to detect and rectify breaches of a wide range of legislation.  To interview witnesses, take statements, collect, prepare and collate evidence correctly, thoroughly, professionally and in accordance with Police and Criminal Evidence Act 1984 (PACE) and departmental procedures. To prepare prosecution reports and to act as a witness in Court on behalf of the Council.

Grade 8
All of the above plus

To support lower graded staff in the investigation of breaches of a wide range of legislation and when interviewing witnesses, taking statements, collecting and preparing evidence.

Grade 9
All of the above plus

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 Police and Criminal Evidence Act 1984 (PACE) and departmental procedures. To prepare prosecution reports and to act as a witness in Court on behalf of the Council. To present cases in front of the Licensing committee.


	6
	Entry Warrants and Seizure Powers

Grade 7

To be aware of the powers within legislation used by the section for forced entry and seizure of equipment. To be able to identify when these powers should be used and undertake forced entry and seizures under the instruction and guidance of more senior staff.

Grade 8
All of the above plus

To use own discretion to initiate the use of the powers within legislation used by the section for forced entry and seizure of equipment. 

Grade 9
All of the above plus

To lead, guide and support lower graded staff when making applications to the Magistrate’s Court for warrants, supervise their execution and ensure the seizure, detention and proper destruction of goods or to gain entry to premises e.g. for the purposes detaining unsafe equipment for prosecution purposes.
  

	7.
	Provision of Technical Advice and Guidance

Grade 7

To provide technical advice and guidance to a range of clients on an individual basis.

The technical advice will be at a level proportionate to the severity of the issue being dealt with. At grade 7 the severity level will be low, for example allegations of a health and safety contravention affecting a small number of people.

The advice given in relation to the issue of licences may be higher risk but subject to a clear set of guidelines which can be adhered to.

To develop and deliver technical reports, guidance or presentations to members of the public, businesses, schools, universities, colleges and other bodies in specialist areas of environmental health. To identify appropriate means of delivery including the provision of public displays, lectures, seminars, campaigns, advisory visits and the production of leaflets, with the aim of raising awareness of the risks to public health and to bring about improvements to the environment and public safety. 

Grade 8
All of the above plus

The technical advice will be at a level proportionate to the severity of the issue being dealt with. At grade 8 the severity level will be medium, which means that the implications could affect a large number of people and set precedent for changes in standards across the city or more widely.  The subject areas will require a level of specialist knowledge and expertise e.g, construction safety, provision and use of work equipment, occupational hygiene. 

Grade 9
All of the above plus

The technical advice will be at a level proportionate to the severity of the issue being dealt with. At grade 9 the severity level will be high, for example more complex issues causing a significant risk to health and safety.

To participate in sector led workshops, where the topic of interest -coincides with specialist programmes of work or incidents the post holder has been involved with.


	8.
	Production of Records and Data

Grades 7, 8 and 9

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.


	9.
	Out of Hours 

[bookmark: _Hlk122606296]Grade 8 

To be able to work anti-social hours or as part of a multi-disciplinary team including the Police for enforcement work in potentially hostile situations; and to be able to participate in the Department’s out of hour’s standby service.

Grade 9 

The post holder will be required to participate in the Department’s Out of Hour’s Standby Scheme.


	10.
	Grades 7,8,9

To plan and undertake specialist projects, and enforcement campaigns, to set aims and objectives for this work and ensure these are met. To research and produce technical guidance and reports as required.




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

	1. 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.

	2. 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.

	3. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. 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 workplaces in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff

Grades 7/8
No responsibilities for staff, although the postholder may need to participate in the training of other staff. 

Grade 9	
To be responsible for the day-to-day guidance, support and supervision of less
experienced professional officers, Technical Officers and professional trainees.

To co-ordinate and lead enforcement action to resolve problems involving staff from the other professional teams within the Environmental Health Division.

2.	Responsibility for Customers/Clients

Grades 7,8,9

There are a range of customers and stakeholders who the post holder comes into daily contact with as part of the execution of their principal accountabilities, for example the public, senior managers of national organisations, business proprietors, employees, self-employed, government agencies.  Actions taken by the post holder has a direct impact on the financial viability of the city’s business community.

The Council is the enforcing authority for around 4,500 premises. 

3.	Responsibility for Budgets

Grades 7,8,9

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.

Contributes to income received by inspections of premises for hairdressing, ear piercing, tattooing, acupuncture, and electrolysis. 
         
4.	Responsibility for Physical Resources

Grades 7,8,9

Security, maintenance, calibration and efficient operation of the Department’s monitoring equipment (£250,000), security and condition of personal protective equipment, thermometers, cameras and IT equipment. Security of sensitive case files and other documents, articles or substances taken as evidence. The safe disposal of articles, equipment or substances subject to a Court Order.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Grades 7,8,9

Regular liaison and joint working with officers in all sections including Trading Standards, Environmental Regulation and Licensing to exchange information and to co-ordinate joint enforcement action as required.

2.	With Any Other Council Areas

Grades 7,8,9

Regular liaison and joint working with other Departments including Events Teams, Finance, Planning and Housing across the Council to give advice, take enforcement action and provide a service with regard to Environmental Health issues and services.

Liaison with Councillors regarding their constituent’s requests and complaints to ensure the correct action is taken and they are kept informed.

Liaison with legal services to seek advice, to ensure the proper conduct of criminal investigations, exercise of statutory duties and preparation of court cases.
      
3.     With External Bodies to the Council

Grades 7,8

Responds to, liaises with, and co-ordinates enforcement action with a wide range of external organisations including the Health & Safety Executive, Employment Medical Advisory Service, DEFRA, Environment Agency, UK Health Security Agency, Police, Humberside Fire & Rescue, Yorkshire Water and other local authorities to ensure the provision of an effective, customer focussed enforcement and advisory service aimed at safeguarding and improving public health.

Grade 9 
As above plus 

Responds to, liaises with, and co-ordinates enforcement action with the Health and Safety 
Executive 



	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Team Leader (Health and Safety) (Grade 11)

	
	
	

	Other jobs (peers) that report to immediate line manager
Principal Environmental Health Officer (9)
	
	This Position
Health and Safety Enforcement Officer (Grade 7,8,9)

	
	
	

	
	
	Direct Reports
None










	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day-to-day office environment).
	
	
	
	
	
	
	Grades 7,8,9
Carrying equipment, forms and paperwork to conduct field work at various premises. Moving of equipment. 

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day-to-day office environment). 
	
	
	
	










	











	
	Grade 7
Working away from the office in all weather conditions and in any location / premises such as filthy and verminous premises, factories and warehouses. Premises will on occasion be derelict and in remote locations.
Grades 8,9 as above plus 
Dealing regularly with people in an emotionally charged state posing the risk of being subjected to verbal abuse / intimidation.

Dealing with the aftermath of serious injury or perceived fault on the part of the employer can result in intimidation and occasional abuse, as can causing a business to need to spend money which may affect the viability of their business.

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day-to-day office environment.
	
	
	
	
	











	
	Grades 7,8,9
The post holder will on occasions be involved in taking enforcement action against various people and organisations with respect to premises which can pose an imminent risk to public health and safety. 

Grade 8 and 9 as above plus dealing with people who have suffered serious life-threatening injury can be difficult emotionally.



	
PERSON SPECIFICATION
	Tick 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.
*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. 
	Grade 7 & 8 Qualifications:

	
	National General Certificate in Occupational Health and Safety or equivalent and membership of a relevant professional body (e.g. IOSH).
	
	
	AF, CQ

	
	Specialist Health and Safety Qualifications to a minimum of NVQ Level 3. 
	
	
	AF, CQ

	
	Evidence of continuing professional development.
	
	
	AF, CQ

	
	Grade 9 Qualifications:
	
	
	

	
	Must be a qualified Environmental Health Officer with an MSc. or BSc. (Hons) Degree or Diploma in Environmental Health and have or be working towards registration with the Chartered Institute of Environmental Health to be able to practice or hold the NEBOSH Diploma or equivalent. NVQ Level 6.
	
	
	AF, CQ

	
	Evidence of continuing professional development.
	
	
	AF, CQ

	
	Specialist Health and Safety Qualifications.
	
	
	AF, CQ

	2. 
	Grade 7 Relevant Experience:

	
	Significant experience of working in a specialist health and safety capacity, carrying out audits inspections and investigating incidents.
	
	
	AF/I

	
	Practical experience of using computers.
	
	
	AF/I

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

	
	Grade 8 Relevant Experience:
	
	
	

	[bookmark: _Hlk122605810]
	Experience of delivering and planning services at an operational level.
	
	
	AF, I

	
	Experience of serving notices and preparing evidence to support them.
	
	
	AF, I

	
	Experience of dealing with difficult people effectively, either those subject to intervention/ or those requesting services.
	
	
	AF, I

	
	Experience in leading more complex H&S interventions, being the point of contact and coordinate delivery with other members of the team (this could include those operating at a higher level).
	
	
	AF, I

	
	Grade 9 Relevant Experience
	
	
	

	
	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

	
	Experience of preparing prosecution files and assembling evidence in order to submit to the legal team.
	
	
	AF, I

	3. 
	Grade 7 Skills (including thinking challenge/mental demands):

	
	Educational, advisory and creative skills to advice, help and support business, staff, customers and clients.
	
	
	AF

	
	Advocacy skills to attend court and give evidence, if required.
	
	
	AF

	
	Investigative, analytical and interpretative skills to comprehend and enforce the requirements of legislation and codes of practice and determine the most effective course of action to safeguard public health.
	
	
	I

	
	Good organisational skills with a high degree of personal autonomy, able to work with the minimum of supervision.
	
	
	AF/I

	
	Skills in effectively taking and writing witness statements, collecting, preparing and collating evidence correctly, thoroughly and professionally.
	
	
	AF/I

	
	Demonstrable skills in sampling.
	
	
	AF/I

	
	Grades 8 & 9: Skills (including thinking challenge/mental demands):
All of the above plus
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	Advocacy skills to attend court and give evidence, if required.
	
	
	

	
	Demonstrable skills undertaking infectious diseases investigations.
	
	
	AF/I

	
	Ability to analyse information and make justifiable decisions to resolve problems away from the office in difficult situations.
	
	
	AF/I

	
	Recent experience of collecting, preparing and collating evidence correctly, thoroughly and professionally.
	
	
	AF/I

	
	To be able to effectively collect, prepare and collate evidence correctly, thoroughly, professionally and in accordance with Police and Criminal Evidence Act 1984 (PACE) and departmental procedures.  
	
	
	AF/I

	
	To be able to competently make applications to the Magistrate’s Court for warrants, execute and ensure the seizure, detention and proper destruction of goods.
	
	
	AF/I

	
	To be able to conduct detailed inspections and surveys at high-risk business without supervision or guidance.
	
	
	AF/I

	
	To be able to work anti-social hours or as part of a multi-disciplinary team including the Police for enforcement work in potentially hostile situations; and to be able to participate in the Department’s out of hour’s standby service if required.
	
	
	AF/I

	4. 
	Grade 7: Knowledge

	
	A detailed specialist knowledge of the legislation relating to the activities of the Health and Safety Section and Infectious Disease Control. A knowledge and understanding of the legislation applicable to Health & Safety, including Regulations, Statutory Instruments, Technical Guidance, Codes of Practice, Industry Guides, Government Circulars, British Standards and their practical implementation in a range of businesses. 
	
	
	AF/I

	
	Knowledge and understanding of a broad range of environmental health legislation relating to the work of the Section.
	
	
	I

	
	The primary authority scheme and how it is used. The differences between the different types of interventions that can be used in food businesses.
	
	
	AF/I

	
	Sound working knowledge of Regulatory Investigatory Powers Act, Freedom of Information Act, General Data Protection Regulations (GDPR), Human Rights Act.
	

	
	
AF, I

	
	Practical application of enforcement powers.
	
	
	AF, I

	
	Grade 8: Knowledge:
All of the above plus
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	How to plan and conduct inspections across a wide range of businesses.  
	
	
	CQ, AF, I

	
	Sound working knowledge and understanding of other related aspects of environmental health, health and safety, health education, food safety, pest control and housing to provide a holistic approach to investigations.
	

	
	
AF, I

	
	In depth knowledge and understanding of a diverse range of environmental health specialist legislation covering the activities of the team, such as The Management of Health and Safety at Work Regulations 1999, Manual Handling Operations Regulations 1992, Display Screen Equipment Regulations 1992, Workplace (Health, Safety and Welfare) Regulations 1992, Provision and Use of Workplace Equipment Regulations 1008, The Personal Protective Equipment at Work Regulations 1992, plus relevant Codes of Practice, Industry Guides, Government Circulars and in-house procedures.
	
	
	CQ, AF, I

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

	
	Grade 9: Knowledge:
All of the above plus
	
	
	

	
	A basic technical knowledge of Building Construction and Industrial Processes with an awareness of wider public health issues and environmental health legislation. 
	

	
	
AF, I

	5. 
	Grade 7: Interpersonal/Communication Skills:
Verbal Skills

	
	Good interpersonal skills including tact, diplomacy and training skills. Negotiating and influencing skills required to explain the actions required of individuals and businesses.
	
	
	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

	
	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.
	
	
	I

	
	Presentational skills to be able to give talks and seminars to raise general H&S awareness.
	
	
	AF, I

	
	Grade 7: Written Skills

	
	Under supervision to be 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

	
	Ability to prepare and use a range of different visual aides’ best suited to the type of audience and venue.
	
	
	AF

	
	All written documentation has to be produced within tight time restraints.
	

	
	
AF, I

	
	Grades 8 & 9 Interpersonal/Communication Skills:
All of the above plus
Verbal Skills
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	Presentational skills to be able to give talks and seminars to higher educational establishments, address public meetings, committees and professional bodies.    
	

	
	
AF, I

	
	Communication, education, negotiation, analytical and mediation skills to deal effectively with all people ranging from vulnerable customers to obstructive and abusive individuals and groups.
	

	
	
AF, I

	
	Ability to deal with people in situations where they suffer anxiety, and emotional stress or upset in relation to the matters they have raised with the service or with respect to matters that other have raised in relation to their behaviour or activities
	

	
	
AF, I

	
	Grades 8 & 9: Written Skills
As above plus
	
	
	

	
	All written documentation must be accurately produced and clearly crossed referenced to statutory provisions. Written correspondence should be produced without need for supervision.
	

	
	
AF, I

	
	Ability to write statements, reports, specifications, schedules, legal notices, letters to businesses, other agencies and individuals in a clear, concise, grammatically correct format, in relation to the level of work operated at by the post holder, all of which have the potential to be used as evidence in legal proceedings, in accordance with the PACE Act.
	

	
	
AF, I

	
	Excellent recording and reporting skills. 
	
	
	AF, I

	
	Ability to compile and present technical and legal advice concisely in correspondence, briefing papers, reports, presentations and documents for legal procedings, suitable to be conveyed to a range of audiences.
	

	
	AF, I

	6.
	Grades 8 & 9: Other
	
	
	

	
	The post holder will encounter situations where offences are being committed by individuals who maybe uncooperative, confrontational and aggressive. In these situations, they are expected to take effective enforcement action without supervision, whilst being mindful of the health and safety implications for themselves and others. This will involve coordination on a multi-agency response with the Police in licensed premises.
	
	
	AF/I

	
	To keep pace in a rapidly and constantly changing legislative and technological environment through personal development.
	
	
	I

	
	The post holder must be able to present evidence concisely, under cross examination in Court.
	
	
	AF

	
	
	
	
	

	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
	
	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 # 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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