[image: ]
Job description

Title of post: Licensing Office Assistant
Post number: TBC 
Section: Licensing 
Band: B (Subject to Job Evaluation) 
Responsible for: N/A 
Responsible to: Licensing Partnership Manager 

Purpose of post:
Working as part of a Central Hub Team, provide office support and minimal processing on behalf of the Licensing Partnership.

Key activities:
· Process Temporary Event Notices (TENs) and Personal Licence applications (Licensing Act 2003) on behalf of the Licensing Partnership, using the central database software (Uniform/IDOX).
· Attend to customers visiting reception.
· Provide the following administrative functions to the Licensing Partnership: 
· Minimal maintenance and updating of manual/ computerised records.
· Processing TENs and Personal Licence applications, using scripted procedures. 
· Undertake general office duties including office cover, photocopying, scanning, and accurate electronic filing.
· Processing of all post and emails, allocating documents and applications and either providing general responses to enquiries or redirecting to Seniors.
· Receipt and allocation of licence applications received by the Licensing Partnership.

· Participate in any relevant training for the duties of this post and to achieve the key objectives of the Council and the Licensing Partnership.
· To participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.
· To participate fully in the Council’s staff appraisal scheme.
· To comply with standard employee health and safety at work responsibilities.
· To comply with the Council’s Equal Opportunities policy.
· To comply with the Council’s Safeguarding policy.
· To embrace the values and behaviours of the Council.
· To carry out any other related duties as may be directed from time-to-time by the Licensing Partnership Manager. 

Location
Council Offices, Argyle Road, Sevenoaks, Kent TN13 1HG
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Person specification



	
	Essential
	Desirable

	Approach
	· Ability to work effectively within a team of professional officers with a willingness to offer a flexible approach where necessary and provide adequate cover in the office at all times.
· Ability to prioritise and organise own workload with minimal supervision to meet deadlines set by legislation, corporate standards and those of the Licensing Partnership.
· Ability to communicate verbally and in writing in a professional manner with the public, elected Members and representatives of external agencies.
· Ability to deal effectively with emotive situations.
· Self-motivating, hardworking and capable of using initiative in problem solving. 
· Punctual.
· Accuracy in data entry and record keeping.
· Respect for confidentiality and the ability to handle matters with discretion. 
· Ability to respond at short notice to non-routine matters.

	

	Skills and
experience
	· Previous administration experience.
· Computer literate with working knowledge of MS Office applications.
· Excellent communication skills, both oral and written. 
· Ability to maintain accurate notes and records. 
· Good organisational and time management skills. 
· Ability to follow written procedures. 
· Experience of working in a high pressure and high demand environment

	· Good working knowledge of the Uniform software package (or similar licensing package).
· IT skills linked to the design and use of databases.
· Previous experience within a Local Authority environment. 
· Previous working knowledge of licensing functions.
· Knowledge of licensing regimes


	Qualifications 
	· GCSE English and Maths (grade C or above) or equivalent qualification. 

	

	Other
	· Willingness to undertake any relevant training in support of the team
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