
JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE:	Environmental Health Manager (Commercial) 

DIRECTORATE:	Environment

UNIT:	Environmental Health, Licensing & Resilience

GRADE:	5

RESPONSIBLE TO:	Head of Environmental Health, Licensing & Resilience

RESPONSIBLE FOR:	All Staff in Commercial Team (Food, Health and Safety, Public Health) and Disabled Facilities Grants Service
	Direct reports:  two Senior EHOs, EHO, Senior Technical Officer, Technical Officer, Housing and Grants Manager.  When acting up in a deputising role for the Head of Environmental Health, Licensing and Resilience - all staff in Environmental Health, Licensing & Resilience.


MAIN PURPOSE OF JOB:
	
1. The post is a management position, managing a multi-disciplinary group of services which includes but is not limited to food safety, health and safety, outbreak management, illness investigation, incident and accident investigation, approval of disabled facilities grants, campaign-led work; and leading organisational change in the team, within the framework of corporate strategies.

2. To provide effective management and controls for the services including financial management, quality and performance monitoring and service development.  The post holder will be accountable for the efficient and effective delivery of services to customers, for the quality management and cost effectiveness of those services and for securing continuous service improvement.

3. The post holder will be responsible for developing policies and strategies relevant to the broad functions in the Commercial Team; and act as the primary professional officer on food safety, health & safety and public health matters, providing advice, information and guidance where required to departments within the Council and externally to other agencies, businesses and the public.

4. The post holder will be a member of the Senior Management Team of the Environmental Health, Licensing & Resilience Service Group and will contribute to the development of corporate policies, strategies and initiatives through team work and matrix management.

5. The post holder will deliver in line with corporate, strategic and legal objectives the Council’s services, in relation to Food Safety, Health & Safety, public health and related subjects; including overview of the Disabled Facilities Grants (DFG) Service. The post-holder will also co-ordinate initiatives and assume responsibility for the efficient and effective delivery of these services to the Council’s customers, and the development of partnership working.

6. To deputise for the Head of Environmental Health, Licensing & Resilience in their absence.

7. To serve as a leading specialist in their technical field of work, recognised by both internal and external peers.


MAIN DUTIES:

1. Responsibility for ensuring Hertsmere Borough Council fulfils all its statutory and elective obligations for Commercial Environmental Health including Food Safety inspections, Approval of establishments, delivery of the Food Hygiene Rating Scheme, Health & Safety accident investigations and project based initiatives, Complaint Investigation, Infectious Disease Control, Outbreak Investigations, Co-ordinated Sampling projects and Enforcement action including the closure / prohibition and prosecution of businesses.  To oversee delivery of the disabled facilities grants service. 
 
2. Responsibility includes the delegated powers to exercise the council's statutory duties to determine which legal actions to pursue in all the above enforcement areas in the absence of the Head of Service, in areas of speciality and in emergency situations in respect of all functions.

3. To support the officers within the Commercial team ensuring that all regulatory and legal requirements are met in relation to food safety, health and safety, and public health. Specifically, that staff are suitably skilled and trained in accordance with the Food Standards Agency’s competency framework and Health & Safety Executive’s section 18 Guidance.

4. To support the Housing and Grants Manager to manage their resources and team ensuring that grants are correctly administered, contracts are effectively procured and are kept under regular review. 

5. Assist in the preparation and periodic review of service-wide and subject specific service plans. Develop and implement action plans as appropriate. Conduct and report on performance reviews against service targets and action plans.

6. To provide strategic direction to ensure successful delivery of the department’s and teams’ service plans to meet the Council’s objectives and the identified needs of the service.

7. Assist in preparation of the council's environmental health budget, both revenue and capital, and to ensure these are adhered to.  Manage the budget allocated to the commercial and DFG teams, having regard for the overall departmental budget as pertains to training, equipment and salaries.

8. Responsibility for the procurement of services (including staff, equipment and other contracts) in accordance with the Council’s procurement policy.

9. Ensure the submission of annual returns to government agencies in accordance with stipulated requirements, including the Food Standards Agency, the Health & Safety Executive, and the HMRC. 

10. Maximise income through any permissible trading opportunities.  

11. Develop and implement staffing plans for the teams, to support continuous service improvement through effective recruitment, staff development, succession planning and performance management.  Responsible for performance management including appraisals, performance reviews, one-to-ones, the setting, checking and reporting of key performance indicators for direct reports.

12. Ensure that the operation of services within the team complies with relevant legislation, local government requirements and HBC policies, including Health and Safety and Equality and Diversity. 

13. In the event of a pandemic, the post holder will assume ‘lead officer’ responsibility reporting to the Head of Service.

14. Jointly chair Safety Advisory Team meetings with the Environmental Health Manager (Environmental Protection).

15. Ensure all responses to customer enquiries, freedom of information requests and formal complaints relating to the Commercial and Disabled Facilities Grant Services are dealt with in a timely and effective manner.

16. Responsible for conducting initial investigations into complaints received via the Council’s formal complaints process.  

17. Ensure all services in the team have in place proper information systems, procedures and records to meet audit requirements.

18. Ensure effective communications with staff at all levels within the team and with internal and external stakeholders and community representatives.

19. Explore opportunities to develop partnerships with other agencies.

20. Manage with others the Environmental Health information management system and maximise its use throughout the service.

21. Participate in the Council’s Emergency Planning and Business Continuity Procedures.

22. Writing and presenting reports, briefings and presentations to officer and member groups including Chief Officer Board, Committees and Scrutiny Panels.

23. To collaborate with partner local authorities across the East of England Region with Food, Health and Safety and Public Health Groups, developing consistency in performance of functions and offering training to professional and other staff.

24. To safeguard children, young people and adults at risk and make referrals to the appropriate agency. 





NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.








	Criteria
	Essential / Desirable
	Method of Assessment

A	-	Application
I	-	Interview
T	-	Test
D	-	Documentary
	Evidence

	Qualifications & Training
	Degree in Environmental Health and Professional qualification in Environmental Health

Full corporate membership of the Chartered Institute of Environmental Health Officers or eligible for Full corporate membership.

Additional related qualifications Eg. NEBOSH Diploma in Health and Safety, CIEH Professional Trainer Certificate, Lead Auditor qualification under ISO 9001, Various Management Qualifications etc.

	E




E



D
	D
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	Experience

	A significant level of professional experience at a senior level in Environmental Health

Experience of working as part of a management team

Service planning experience

Broad based experience in all aspects of environmental health, to include food hygiene and safety, health and safety, public and environmental protection

	E



D


E

E

	A,I



A,I


A,I

A,I

	Knowledge

	Knowledge of Political and Democratic context in which the Council operates

Knowledge of health and safety requirements and ability to ensure that these are complied with in the team

Knowledge of the key issues within environmental health and the legal remedies to achieve compliance within food hygiene and safety, health and safety, public and environmental protection
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E




E
	A,I



A,I




A,I

	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Strives continuously to exceed customers’ expectations

Outcome Driven
· Assesses and handles risk effectively
· Able to plan and prioritise to meet statutory and organisational deadlines
· Effectively manages resources to achieve results

Organisational Focus
· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
· Uses evidence and best practice to achieve results
· Ability to manage organisational change in the team, within the framework of corporate strategy.

Problem Solving & Decision Making
· Takes ownership of problems 
· Demonstrates initiative and uses good judgment 
· Able to identify potential problems, find solutions and escalate appropriately
· Able to find innovative solutions to service challenges

Change & Adaptability
· Takes a positive attitude towards change
· Takes a positive approach to successfully managing change
· Encourages others to embrace and contribute to change
· Enables change to happen with minimal impact on service delivery
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	Skills & Abilities
	Communication
· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face
· Able to present confidently at Committee and public examinations or inquiries
· Able to negotiate successfully to achieve objectives
· Personal skills of diplomacy
· Ability to implement equal opportunities in employment and service delivery.

Management
· Able to demonstrate the skills required to manage staff performance and teams for continuous service improvement
· Able to demonstrate the skills required to successfully manage projects
· The ability to provide leadership to a multi-disciplinary team.
· Financial awareness and experience of budgetary management

Team Working
· Able to build effective, supportive working relationships
· Demonstrates a flexible approach to work
· Contributes positively within a team environment
· Willing to share skills, experience and knowledge to develop other team members
· Willing to learn and assist other team members
· Able to self-motivate and work with limited day to day supervision

Quality of Work
· Strives to produce written work of a high quality with a good attention to detail
· Demonstrates accuracy, and a systematic and thorough approach to work.


IT/Technical Skills
· Able to use all Microsoft Office systems to a good standard 
· Able to quickly grasp the use of specialized computer packages

Research & Analytical Skills
· Ability to analyse information, including complex policy documents, and to summarise information accurately in clear concise reports.
· Able to assess and investigate inconsistencies in information
· Able to analyse and interpret relevant Council and legislative procedures, and best practice 
· Demonstrates investigative and analytical skills
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	Other Requirements
	Driving licence and access to a vehicle for work purposes.

Able to attend occasional evening and weekend meetings.

Presents a neat and tidy appearance.
	E


E


E
	D


I


I





COMPLEXITY AND CREATIVITY

The post holder will be expected to understand, define and interpret complex issues and legislation.  It is imperative that the post holder maintains an up to date and current knowledge of the national and local environment in which they are operating to provide sound advice and strategic direction.
   
The post holder will manage and lead a multi-disciplinary team delivering a range of diverse functions and services. They will be responsible for the development of policies and initiatives over a range of issues.  They will be expected to create and develop new opportunities and new methods of working.  Resources will need to be balanced in a fair and practical way to ensure the best outcomes for all the services under their control. The skills of prioritising, delegation and time management will be essential.

As such, the post holder must maintain up to date knowledge of emerging changes in legislation, best practice and procedures.

The post holder will be responsible for the strategic direction of their team and for initiating and developing new policies and procedures to ensure the continuous improvement of all the services within it. They will be required to provide innovative solutions to both policy and practical problems that arise relating to all the disciplines within their remit.

They must be able to understand significantly complex scientific, technical and legal subject matter relevant to their work area, discerning data in reports and its relevance and adherence to legal limits, British standards and those regarded as best practice.

At this level the post holder must have an understanding of how their actions and decisions can have political implications and impact the reputation of the council.

The post holder will have a dual role as an operational manager and as a member of the Environmental Health, Licensing & Resilience senior management team providing input to Council policy and strategy within the remit of the Commercial Team and where necessary, deputising for the Head of Service.

The post holder will prepare reports and may have to present these to committee meetings.  They must have the ability to analyse information and to summarise information accurately in clear concise reports.

JUDGEMENT AND DECISIONS

The post holder will be the principal adviser to the Head of Service on the wide range of services within their team. They will be required to make professional judgements based upon professional experience and knowledge on a daily basis. When making decisions and setting objectives they will need to take account of the political, legislative and financial context in which local government operates.

They will be required to make sound professional judgements based upon professional experience and specialist knowledge.  These decisions can involve significant financial commitment for the Council so robust judgement is essential. 

The advice and actions of the post holder will affect the services they provide and extend to other functions, external agencies and the community. Poor judgement could have ramifications for the reputation of the Council.

On occasion the post holder will need to take responsibility for leading on potentially serious incidents which could have major implications for public health or the safety of the community of Hertsmere and if not handled professionally could result in adverse publicity for the Council at national level.

They will also be expected to use their initiative and judgement to maximise the contribution from other officers and agencies to achieve the unit’s objectives with minimal supervision.

Strong negotiating skills are required to ensure outcomes which serve the best interests of the Council and the community.

The post holder will represent the Council at a senior level in a number of external forums.  They will be required to conduct themselves appropriately, and in line with expectations of professionalism and confidentiality.

CONTACTS (INTERNAL 50% EXTERNAL 50%)
Internal: 
Directors, Heads of Service, Unit Managers, Members and Council departments, including
Planning, Housing, Revenues & Benefits, Corporate Communications, Asset Management.

External: 
Food Standards Agency, Health & Safety Executive, UK Health Security Agency, Department for Environment, Food & Rural Affairs, Animal and Plant Health Agency, OFSTED; Chartered Institute of Environmental Health, Local Government Association; Hertfordshire County Council including Trading Standards, Public Health, Highways, Fire Service; members of the Safety Advisory Team; Police and emergency services, adjoining Local Authorities, other regulatory and government organisations; and the public. 


				
