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	Job Title 
	Licensing Officer

	Team
	Environmental Health
	Grade
	7

	Reports to
	Environmental Health Team Manager

	Date
	June 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 undertake administration and enforcement of licensing functions by the Authority. 



Key areas of focus:
	[bookmark: _Hlk146096760]1.
	To undertake surveys, inspections, audits and investigate complaints concerning premises, vehicles and persons regulated or requiring regulation by licensing and/or other associated legislation to identify and remedy any matters of non-compliance;


	2.
	To administer licence applications, reject invalid applications, making recommendations, granting of permissions, and referring for further consideration where appropriate, subject to delegation and policy. 
Undertaking site visits and ensuring accuracy of submitted plans and application proposals and providing advice to ensure promotion of relevant objectives.

	3.
	Respond to requests from outside agencies, such as the Police, Trading Standards, and other interest groups regarding licensing offences & enquiries. To work in partnership where appropriate to ensure joint aims and objectives are achieved. 

	4.
	To act as a lead specialist in areas as requested by the Environmental Health Team Manager; represent the team at relevant liaison/working groups, provide training and support for wider team members and maintain associated web content and advice.

	5.
	Provide pre-application advice ensuring relevant local policy matters are taken into consideration as well as legislation and guidance. 

	6.
	To undertake research and assist the Environmental Health Team Manager in the development of policy and practice;

	7.
	To ensure information provided to, and accessible by Arun customers is accurate, up to date and clear and to maximise any opportunities to educate our customers;

	8.
	To prepare and present items at licensing sub-committee meetings, attend and participate in other meetings and attend court as necessary;

	9.
	Limits of Authority
Empowered to:
Fulfil all regulatory and enforcement duties outlined on their Personal Authority Document.


	10.
	Enforcement 
Take the lead in criminal investigations and proceedings. To monitor informal and formal enforcement notices to ensure compliance and organise works in default where necessary. 
Obtain warrants to enter premises as appropriate where entry has been refused. For prosecution cases, preparation, and presentation of reports to Enforcement Review Panel and preparation of files for court and to attend to give evidence, as necessary. 

	11.
	Carry out any other duties at the instruction of the Environmental Health Team Manager or their representative



Additional information (not contractual)
	1.
	Service delivery; 

The postholder is expected to work to service delivery standards set by others. 








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          

	IoL Professional Licensing Practitioners Qualification (PLPQ) or equivalent
	
	X

	Level 2 Award for Licensing Practitioners (Alcohol), BIIAB.
	
	X

	Membership of the Institute of Licensing
	
	X

	Educational attainment level to 5 GCSE A-C / 9-4 (incl. Maths & English).
	X
	

	Experience

	Experience as a Local Authority Licensing Officer or Licensing Support Officer.
	
	X

	Experience of investigation and enforcement of legislation
	X
	

	Working in settings with wide exposure to the public
	X
	

	Public sector experience
	
	X

	
	
	

	Knowledge

	Current working knowledge of Licensing Act 2003 
	X
	

	Current working knowledge of Taxi Licensing Legislation.
	
	X

	Current working knowledge of Animal Licensing regulation. 
	
	X

	Good ICT proficiency incl. Office 365 (Teams, Outlook, Edge, Excel & Word), bespoke Databases (i.e. IDOX Tascomi),
	X
	

	Behaviours

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

	Adaptability: Ability to remain flexible and resilient when encountering new or different circumstances and identifying solutions.
	X
	

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

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

	Competencies

	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

	Organisational 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
	

	Communication Skills: 
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
	

	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/ rota work?  
	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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