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	Job Title 
	Senior Licensing Officer

	Team
	Environmental Health
	Grade
	Scale 10

	Reports to
	Environmental Health and Licensing Manager

	Date
	5 November 2026



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To act, jointly with the other Senior Licensing Officer, as a specialist lead on licensing matters, supporting the effective delivery of the Local Authority's statutory licensing functions and licensing services.

To provide leadership, mentoring, development and support to Licensing Officers, including shared responsibility for the wider team's performance, resilience and operational delivery. 

To manage a personal caseload of licensing matters, taking appropriate action, including enforcement activity where necessary and proportionate.




Key areas of focus:
	[bookmark: _Hlk146096760]1.
	To share responsibility with the other Senior Licensing Officer for providing the technical lead for the Licensing and Dog Warden functions, ensuring professional support and operational resilience across the service, including acting as Responsible Authority (Licensing) where appropriate.


	2.
	To jointly provide professional leadership and specialist advice to the Environmental Health and Licensing Manager on relevant legislation, policy and issues relating to the service's functional responsibilities, and to ensure that any significant departure from agreed objectives or service standards is identified and escalated in a timely manner so that appropriate corrective action can be considered.


	3.
	To be responsible for the management of either the Dog Warden Contract or the Taxi Garage Contract, or other contracts as allocated, whilst providing support and management cover for the other licensing team contracts as required.


	4.
	Ensure that all relevant licensing service operational functions are effectively completed to an agreed standard and quality of service delivery

	5.
	To be responsible for the giving of advice on, drafting and review of policies and procedures and to develop and instigate best practice relating to the work of the area ensuring that the team can undertake functions now and in the future in the best possible way.

	6.
	Support the Environmental Health and Licensing Manager to prepare and administer the fees and charges and annual budget preparation associated with the work of the Licensing Service

	7.
	Using specialist knowledge and detailed understanding of related functions in the development of procedures and policies ensuring working practices comply with relevant legislation and do not conflict with service delivery by partner agencies or other internal service areas.

	8.
	Develop, maintain and ensure the competency and training for licensing staff, including monitoring your direct reports’ progress against objectives, and ensuring appropriate enforcement actions are taken where required to address any licensing breaches and other non-compliances.

	9.
	To prepare items, reports, presentations and deliver training where required for committee Members, Committees, working groups and other forum as required.

	10.
	To carry out all or any of the duties of a Licensing Officer as required and as appropriate including the investigation of complaints and incidents, and instigating enforcement action where appropriate,

	11.
	Limits of Authority :

Empowered to:-

1.	Fulfil all duties outlined on your Personal Authority Document.

2.	To act only within the bounds of reasonable safety as dictated by legislation, current Codes of Practice and Guidance Notes.

3.	To act at all times within corporate standards, financial regulations and the Council’s Constitution.


	12.
	Carry out any other duties at the instruction of the Environmental Health Team Manager



Additional information (not contractual)
	1.
	Responsible for the line management of one Licensing Officer, with shared responsibility for supporting and supervising the wider Licensing team, including providing management cover for the other Senior Licensing Officer's direct report as required.
Supervision will entail providing technical support and mentoring, allocation and evaluation of work, and agreeing objectives (in discussion with the service manager).

	2.
	Responsible for budgets - No

	3.
	Service delivery; 
The postholder is expected to contribute to the improvement of service delivery standards.




Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Educated to GCSE or equivalent standard, including English and Maths at grade C or 4, or above

	X
	

	Professional Licensing Practitioners Qualification (PLPQ) or equivalent
	X
	

	Membership of the Institute of Licensing
	
	X

	Evidence of continuous professional development
	X
	

	Experience

	Extensive experience in delivery of the full range of licensing functions  
	X
	

	Extensive experience in undertaking investigations and determining appropriate follow-up actions, including taking enforcement actions and legal proceedings
	X
	

	Working successfully in settings with wide exposure to the public
	X
	

	Public sector experience
	X
	

	Experience drafting concise and accurate reports, Council committee reports, responses to consultation papers, and presenting reports to committees
	X
	

	Experience in supervising, mentoring and supporting staff
	
	X

	Knowledge

	Extensive knowledge of the statutory regulatory framework relating to licensing law and procedures and enforcement. 
	X
	

	Ability to provide support and specialist technical advice to operational staff and carry out joint visits when necessary, on all relevant matters for Licensing
	X
	

	Good IT skills, able to work effectively with industry databases and Microsoft office suite
	X
	

	Able to effectively interpret and apply legislation
	X
	

	Behaviours

	Accountability: Acknowledges mistakes with patience and understanding and offers support to rectify the situation, putting in place measures to prevent future errors
	X
	

	Integrity: Builds trust by meeting all commitments, demonstrates honesty and integrity and acts as a role model
	X
	

	Self-development: Monitor progress of own and team’s objectives and looks for and encourages development opportunities
	X
	

	Supportive: Builds a supportive work environment by being available, actively listening and providing constructive advice or suggestions
	X
	

	Competencies

	Decision making: Encourages and coaches staff to make decisions in order to meet customer and service delivery expectations
	X
	

	Communication: Able to communicate (sometimes contentious matters) clearly, appropriately and respectfully at all levels.
	X
	

	Industry knowledge: Actively seeks out best practice and CPD to understand current issues related to the department, sector and profession to make informed decisions.
	X
	

	Initiative: Is resourceful and able to work and make decisions with limited supervision.
	X
	

	Organisationally aware: Understands the general functions of the council, the political environment and the impact of decisions on other areas of the council
	X
	

	Problem solving: Able to identify internal/ external issues, consider solutions and implement to support objectives
	X
	

	Organisation skills: Understands work of the wider team and feeds into supporting this alongside own work, making the best use of available resources
	X
	

	Working with stakeholders: Displays Arun’s values and behaviours when interacting with internal and external stakeholders, developing a network of contacts
	X
	

	Other 

	
	Yes
	No

	Does this role require an Enhanced DBS check?
	X
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	X

	Is this a Politically restricted post?
	X
	

	Does this role require any out of hours/ weekend/ evening?  Yes - inspections and investigations out of hours, including jointly with external agencies such as Police. 
	X
	

	Does this role require a driver’s licence and access to a vehicle?
	X
	

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	X
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