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Job Title Compliance Officer - Night-Time Economy
Grade SO2
Job Description
	Job Purpose 

	
To carry out the professional duties of a Compliance Officer to protect the public, the environment, to provide a fair and safe business environment 


	Major Tasks 


	
· To be responsible for the delivery of operational functions through audit/inspections, investigations, surveys, sampling, monitoring, projects, dealing with service requests and provision of advice and guidance on all core areas designated to the post, with a major involvement in Night-Time Economy, covid compliance and Licensing and a minor involvement in other areas of Public Protection to determine compliance with legal requirements.

· To be responsible for the delivery of service priorities, aims and objectives assigned to the post by appropriate means.

· To input, interrogate, analyse data and produce reports related to the requirements of the post.

· To analyse intelligence, gather evidence, prepare and serve legal notices and papers, statements, case files and other legal documents as may be necessary and to attend court and other formal legal hearings.

· To contribute to the development of strategies, procedures and policies in areas assigned to the post.  

· To deal with a caseload of applications associated with the tasks allocated to the post.


	Contacts & Relationships

	
· Day to day contact with a variety of stakeholders to discharge the main duties of the post including applicants, consumers, businesses, regulatory partners, voluntary/ third sector, other council employees and members of the public. This contact will be to gather and exchange information, to negotiate and persuade, inform and advise on legislative requirements, best practice and due diligence. To investigate breaches of legislation and provide professional advice.

· Regular contact with the Public Protection Managers and peers to assist in the coordination of the day- too- day activities of the team.

· Occasional contact with elected Members on compliance issues.

· Occasionally represents the Council on regional operational groups.

· Occasional contact with the Group Managers /Service Delivery Manager and other senior officers on work issues and to prepare reports on areas of work covered by the post.

· The post holder may be required to attend Court to give evidence.


	Creativity

	
· Preparation and delivery of straightforward reports and evidence to committees, panels, Public Inquiries and the Courts.

· Prepare and present advisory leaflets and talks where necessary.

· To explore innovative ways of working and to challenge existing systems of work.

· The postholder contributes to the preparation of plans and policies.

· To negotiate to improve the outcomes of all interventions. For example, taking into account the wishes/ needs of the service user together with legislative powers to identify the most appropriate action which is not limited to defined policies.


	Decisions

	
· Ensure all statutory action is taken in accordance with relevant legislative guidance, regulations and codes of practice and internal policies and procedures to determine the correct intervention, which when appropriate can include making the decision to seize business equipment, documents and stock which then may prohibit a business from trading and serve notice.

· Where the decision requires a change in service procedure or policy the post holder will be expected to recommend a course of action for a decision by the Team Manager.

· Recommendations made to the Team Managers, Group Manager/Heads of Service for determination under delegated powers.

· Ability to prioritise a varied, complex and demanding workload, which may require decisions to be made quickly.

· The post holder will be expected to contribute to policies and to produce procedures and work instructions within their area of work.

· The post holder will be responsible for the professional advice given.


	Management & Supervision

	
· The post holder is responsible for supervising, mentoring, advising and guiding trainees and students and other colleagues within their area of work..

· The post holder will have occasional supervision of support officers on a case by casecase-by-case basis.


	· Supervision Received

	
· The post holder is responsible to the Public Protection Managers.  

· The post holder will work out their own approach to their duties without day-to-day supervision only seeking guidance on complex problems.


	Complexity

	
· The post holder should have the ability and flexibility to respond effectively to constantly changing and conflicting demands which arise.

· Complex demanding work requiring understanding of the implications of legislation, codes of practice and professional guidance for the areas of work assigned to the post.

· The ability to make judgments using their professional expertise and experience whilst using a wide range of professional and technical skills in a complex business environment balancing the rights and responsibilities of a number of stakeholders.

· The post holder will have a detailed knowledge of current legislation assigned to the post.  

· The post holder will possess a sound working knowledge of core principles and related concepts affecting the provision of the Public Protection service.

· The postholder deals with applications of a challenging nature requiring a sound knowledge of law and practice, and the ability to think through wider corporate and ‘political’ issues while balancing the rights and responsibilities of a number of stakeholders where many factors have to be weighed and there are limited guidelines.

· The postholder is accountable for professional advice given.

· The ability to negotiate solutions taking into account different needs and aspirations of all parties.

· Support team members to implement projects across the area when necessary.


	Resources

	
· Post holder has responsibility to manage and use specific ICT equipment provided for use in their job role.

· Post holder has responsibility to manage and use specific equipment for use in their job –For example, but not limited to, calibrated Noise Monitoring equipment, audio recording equipment required for formal interviews carried out under PACE and digital still and video cameras.

· The post holder will be provided with a mobile phone for use in their job role

· The post holder will be responsible for handling, managing and storing commercially sensitive data.

· The post holder will be responsible for handling, managing and storing personal data.

· The post holder will be responsible for handling, managing and storing sensitive data.

· The post holder is responsible for and must ensure that any evidence taken from a third party is handled, managed and stored in accordance with the relevant internal procedures and legal requirements.

· Further the post holder is responsible for the safe keeping of service users and or customers’ personal or business possessions which have been seized in accordance with legal requirements.

· The post holder should hold a full driving licence and is required to drive a vehicle to fulfil the role efficiently.


	Impact

	
The post is required to ensure that the Council’s statutory duties in relation to the legislation assigned to the post is met. If the post did not exist, then the council’s statutory functions would not be discharged and the potential for harm to occur in relation to the transmission of infectious disease and there would be increased risk to persons visiting the borough’s night-time economy venues.  

The post holder will make a fundamental contribution to the maintenance and improvement of public health, quality of life and wellbeing to all residents, business and those that visit borough. The post holder through the activities of the post will:
· Protect the public, employees and businesses and the environment from harm

· Support the local economy to grow and prosper
Interventions undertaken by post holder can have a substantial and long-term impact on the public, services users, businesses and internal and external stakeholders, e.g. ensuring that businesses are operating in a safe and Covid secure environment to reducing the transmission of infectious disease to both employees, residents and anyone who visits the boroughs licensed hospitality venues.  


	Physical Demands

	
· The post holder will be required to undertake site visits to licensed premises on a weekly basis and will be required to stand and walk for a proportion of each day whilst conducting these visits 

· The post holder will be required to transport and carry the necessary equipment to fulfil their role. 

· The post holder will be required to wear the PPE identified by the relevant risk assessment when carrying out their duties for the duration of the task being undertaken for example body armour which may be uncomfortable when worn for a long period of time.


	Working Environment

	
· The post holder may be subject to discomfort and potential personal risks when carrying out their duties including working outdoors in extremes of temperatures.

· The post holder may be the target of threats of verbal and physical violence when interviewing people accused of contraventions of the law, serving notices, seizing goods or executing entry warrants, carrying out routine inspections or speaking to customers on the phone. 

· The post holder will be expected to follow the out of office procedure and all relevant risk assessments to protect their personal safety..

· The post holder will be required to carry out duties during unsociable hours and at weekends for at least 50% of their working week.

· The post holder may be at risk of contracting infectious diseases. As a suitable control measure the Council will pay for the post holder to have immunisations identified by the relevant risk assessment. (The post holder may decline this offer.)

· The post holder will be required to wear the appropriate PPE provided by the authority in accordance with the relevant risk assessment and or safety procedures including body armour.

· The post holder will be required to visit business and residential properties on their own to carry out their duties except in situations where the relevant risk assessment or safety procedure require two officers.


	Emotional Context 

	
· The post holder may be the target of threats of verbal and physical violence when interviewing people accused of contraventions of the law and serving notices. 


	Other

	
· The postholder will be expected carry out any other duties as are within the scope, spirit and purpose of the job, commensurate with the grade. 

· The postholder will be expected to actively follow Telford & Wrekin Council policies, including those such as Equal Opportunities, Human Resources, Information Security and Code of Conduct etc. 

· The postholder will be expected to maintain an awareness and observation of Fire and Health & Safety Regulations.






Person Specification 
	Criteria
	Standard

	Qualifications
	· A relevant qualification at BTEC or NVQ level 4 which could include but not limited to: Licensing, Environmental Health & Trading Standards or relevant experience in enforcement. 


	Experience
	· Proven experience to demonstrate a sound understanding and knowledge of up-to-date licensing and relevant coronavirus legislation and its practical application.
· Proven experience of working in a regulatory background. 
· Proven experience of presenting cases to formal legal hearings


	Knowledge
	· Sound working knowledge of public protection drivers, including local, regional and national priorities and developments.


	Skills
	· Proven skills to develop and participate in partnership working.
· Strong team and organisational skills.
· Effective communicator.
· Experience of guiding and mentoring colleagues. 
· Proven investigating and interviewing skills
· Proven negotiating skills


	Personal style & behaviours
	· As a council employee you will be supported and expected to demonstrate the Councils Core Behaviours.  Please note that these may be updated from time to time and are available on the Council’s intranet pages.
· Must show initiative and flexibility and work as a team player.
· Be assertive, tolerant and able to work under pressure.
· Must show commitment to customer care.
· Willing to abide by the Council’s Equal Opportunities Policy as an employee of the Council and to promote non-discriminatory practices in all aspects of work undertaken. 
· Willing to take personal responsibility under and abide by the Council’s Health and Safety Policy


	Fluency Duty

	· This post has been identified as a customer facing role and therefore the Council is required to fulfil their statutory duty under Part 7 of the Immigration Act 2016. As a public body the Council is obliged to ensure member of staff in such roles are able to have a command of spoken English which is sufficient to enable the effective performance of their role.
· Can understand with ease virtually everything heard or read.
· Can summarize information from different spoken and written sources, reconstructing arguments and accounts in a coherent presentation.
· Can express themselves spontaneously, very fluently and precisely, differentiating finer shades of meaning even in the most complex situations.



	Political Restrictions**
	· This post is not subject to political restrictions. 




Where the post has been identified as “customer facing” under the requirements of the fluency duty, please insert the paragraph below: 
This post has been identified as a customer facing role and therefore the Council is required to fulfil their statutory duty under Part 7 of the Immigration Act 2016. As a public body the Council is obliged to ensure member of staff in such roles are able to have a command of spoken English which is sufficient to enable the effective performance of their role.
This post has been assessed as requiring XXX level under the Common European Framework of Reference for Language (CEFR).
More information is available at:	
http://ecouncil/Fluency/Pages/default.aspx
……………………………………………………………………………………………………………
We will ensure, so far as is reasonably practicable, that no disabled applicant is placed at a substantial disadvantage.  This person specification includes what we believe are fully justifiable essential and desirable selection criteria. Provided that the selection criteria unconnected with the disability are met, we will make ALL reasonable adjustments in order that someone with a disability can undertake the duties involved.
……………………………………………………………………………………………………………
	Type of criminal records checks required for this post
	Ticked as required

	None
	X

	Basic Disclosure
	

	Standard Disclosure
	

	Enhanced Disclosure
	

	Working with Adults - Regulated Activity
	

	Working with Children  - Regulated Activity
	



Information on types of criminal records checks is available at: 
https://www.gov.uk/disclosure-barring-service-check
** Political Restrictions 
 Certain posts in the council are designated as ‘politically restricted’, which means that the post holder must not have any active political role either in or outside of work. Employees who have politically restricted posts are responsible for ensuring they do not engage in restricted activities. Where a post has been identified as politically restricted, the following statement must be included within the Person Specification:  
This post has been identified as being politically restricted. 
Where the post has been identified as not being politically restricted, the following statement must be included:  
This post is not subject to political restrictions. 
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