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Licensing Support Officer (Ref: ) 

Reports to:			Senior Licensing Support Officer

Responsible for - Directly:	None

Total staff managed:		None

Working environment:		Hybrid working arrangement

Purpose of role:

To contribute to the effective delivery of the Great Yarmouth Borough Council selective licensing scheme by providing administrative support service to the Private Sector Housing Team.

Key result areas:

1. To provide business support to the Private Sector Housing Team in relation to selective and HMO licensing and other statutory private sector housing activities. This may include

· Creating appointments for inspecting officers
· Ensuring that records are adequately maintained and up to date on all relevant IT systems
· Maintaining the HMO and Selective Licensing registers
· Assisting with the service of statutory notices, civil penalty notices and debt recovery

2. To be the first point of contact for service users including providing advice and signposting customers appropriately.  

3. To carry out regulatory functions in connection with selective and HMO licensing.  This may include 

· Checking certification
· The service of civil penalty notices for failure to comply with licence conditions
· The service of other notices as required including notices of entry and demands for documents to be produced. 


4. To liaise with other Departments and outside bodies as necessary in support of the operational functions of the Private Sector Housing Team and on behalf of service users in relation to requests for service.

5. To raise purchase orders and invoices for supplies, equipment and services required by the Department and monitor payments received. Processing of invoices, payments and the administration of claim forms assigning costs to relevant budgets. 

6. To assist with financial investigations and extended enquiries for enforcement, civil penalty actions and rent repayment orders.

7. To prepare and issue licences, revocations, variations, including

· deciding on appropriate occupancy levels in each case
· managing the notification and consultation process for each licence

8. To work in collaboration with other colleagues within the council and in other agencies as appropriate to achieve the aims of the scheme and other council objectives or as required by council procedures and legislation, for example to meet safeguarding requirements

9. To follow the council’s health and safety procedures and to take personal responsibility for health and safety in compliance with the Health and Safety at Work etc. Act 1974

10. To undertake any other such other functions commensurate with the grade of the post as may be directed by the Private Sector Housing Manager in order to facilitate the performance of the above duties.


The above may change subject to consultation with the post holder.
	
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.
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	HOUSING LICENSING OFFICER (Ref: 001104)

	Experience/
Knowledge
	An understanding of selective and HMO licensing under the Housing Act 2004 or
The ability to quickly attain that knowledge through appropriate training

	
	Experience of dealing with members of the public or customers

	
	An understanding of the private rented sector including common issues experienced by landlords and tenants.

	

	Qualifications
	Numerate and literate to levels indicated by grades A to C in GCSE Maths and English (or equivalents).

	

	Competencies
	Good interpersonal skills to enable effective and clear communication with a wide range of people and groups

	
	The ability to use information technology including the use of mobile technology for inspections, the council’s database and standard Microsoft Office applications (Word, Outlook, Teams etc.)

	

	
Personal Qualities and Attributes
	The ability to plan and manage a personal workload and to effectively manage time to meet deadlines and departmental targets with the minimum of supervision

	
	The ability to effectively manage conflict

	

	Behaviours
	To meet the council’s Agreed Behaviours Framework:
· Effective communication
· Working together
· Taking personal responsibility
· Putting Great Yarmouth first
· Respecting others
· Being people-focussed
· Embracing change

	

	Personal
Circumstances
	Post holders will be required to disclose the address of any residential property that they let or manage, or which is let or managed by a member of their close family, and any enforcement action that has been instigated in relation to any of those properties whilst in their or their family’s ownership or under their management.
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