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SECTION 1: POST DESCRIPTOR 
 

 
1. JOB DETAILS 
 

Job Title: Section Head – Citizen and Regulatory 
 

Service Area: Regulatory and 
Regeneration 
 

Section: Citizen and Regulatory, Legal 
Services 

Reports to: Manager of Legal and 
Democratic Services   
 

Grade: 10 

Position Number: CS0004 
 

Gauge Reference:  

 
2. JOB PURPOSE 
 
To provide leadership, vision and management of the Citizen and Regulatory Section.    
 
To ensure that Citizen and Regulatory services are provided in a manner that makes 
sure that accurate and practical legal advice and support is provided on time and 
licensing services are provided in a manner that ensures the safety and security of the 
public.  
 
The post holder will act as the legal adviser to the Licensing Committee and in the 
absence of the Manager of the Legal and Democratic Services as Depute Clerk to the 
Licensing Board. 
 
The post holder will directly manage the workload of all solicitors and officers within the 
Citizen and Regulatory Section to ensure that the workload is efficiently and effectively 
carried out and a high-quality service is delivered to both internal and external 
stakeholders. 
 
The post holder will act as a solicitor and separately as legal adviser to committees, as 
directed by the Manager of Legal and Democratic Services. 
 
The post holder will contribute to the management of the wider Legal Services team 
through assisting the work of other Sections and support to colleagues.  The post holder 
will, when required substitute for the Manager of Legal and Democratic Services at 
Regulatory and Regeneration management team meetings and various working groups 
and project boards. 
 
The post holder will be accountable for the management and continuous improvement 
of all elements of performance of the Citizen and Regulatory Section and will be 
expected to provide added value taking a lead role in corporate activities such as 
business continuity, risk management, emergency planning and, addressing serious and 
organised crime.   
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3. DIMENSIONS and SCOPE OF JOB  
(including budgetary and staffing responsibilities) 
 
Budget: 
 
The core budget value of the licensing component of the Citizen and Regulatory Section 
is around £0.30M with an income target of around £0.45M.   
 
The post holder is responsible for developing budgets, contributing to ongoing 
efficiencies, and ensuring the Citizen and Regulatory Section budget is effectively 
monitored.  They will consider and take account of the financial implications of all 
relevant circumstances, initiatives and legislative change including developing budget 
forecasts and growth bids where necessary.  
 
The post holder will be responsible for maintaining the financial stability of the service 
through maximising income from all relevant external funding sources and make 
recommendations to ensure the sustainability of the service.  The post holder will be 
accountable for financial and operational compliance with any source of funding 
received. 
 
Staffing Direct: 
 
The post holder will be responsible for providing leadership, motivation and direction for 
a staff of six (see organisational chart).  
 
The post holder will promote the personal development within the team ensuring regular 
monitoring and review to support the development of a learning culture and the 
development of effective training and development plans.  
 
Staffing Indirect: 
 
The post holder will be required to engage with a variety of internal and external staff 
and stakeholders to deliver the service objectives across licensing and litigation type 
services e.g. HSCP, Transport, Education, Trading Standards, Environmental Health, 
Planning Police Scotland and Scottish Government. 
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4. ORGANISATIONAL CHART 
(shows levels directly above and below this post and includes grades of posts) 
 
 

 
  
 

 
5. ROLE OF SERVICE AREA/SECTION 
 
The Citizen and Regulatory Section is one of four teams within Legal Services: 

 
Legal Services sits within the Regulatory and Regeneration service that delivers wide 
ranging services which help deliver not only day to day services but also work towards 
delivering the Council’s strategic priorities and keeping the people of West 
Dunbartonshire safe.  
 
The Citizen and Regulatory Section has a varied workload and is responsible for 
providing legal support across a range of matters and representation in an array of 
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settings ranging from the Sheriff Court to the Employment Tribunal to the Court of 
Session.  
 
The Citizen and Regulatory Section is also responsible for the day-to-day administration 
and regulation of, various civic, non-civic, liquor and gambling licences.   

 

 
6. KEY ACTIVITIES, RESPONSIBILITIES and OUTCOMES 
 
1. Responsible for the day-to-day management of the Citizen and Regulatory Section 

with a clear focus on providing high quality legal representation and on time expert 
legal advice and support to support the Council’s strategic outcomes.   

 
2. Responsible for the day-to-day management of the Council’s licensing function with 

a clear focus on protecting public health and public safety through excellent 
customer experience and outcomes. 

 
3. Responsible for working alongside the Manager of Legal and Democratic Services to 

make sure that current and future service needs are reflected in the development of 
creative, innovative and appropriate policies and actions plans which support the 
Council’s Corporate Plan and deliver organisational aims and priorities.  

 
4. Development of plans and strategies which address both statutory requirements and 

extraordinary circumstances e.g. changed market dynamics, amended legislation or 
guidance, intervening local, national and international drivers. 

 
5. Lead Officer for Citizen and Regulatory to include: 

a) coordinating the workload and work patterns of the Citizen and Regulatory 
Section; 

b) supervising and supporting the work of solicitors and officers in the Citizen 
and Regulatory section; 

c) supporting, as required, any Council trusts or charities; 

d) preparing reports to Council, its committees, and officers, as required; 

e) providing advice on existing and proposed legislation to Council, HSCP, 
West Dunbartonshire Leisure Trust, committees, working group, and 
officers; 

f) appearing in courts and tribunals to represent and protect the Council, 
HSCP and West Dunbartonshire Leisure Trust’s interests; 

g) to liaise with other Council services, HSCP and West Dunbartonshire 
Leisure Trust to provide legal advice and support; 

h) ensuring that all statute, regulation, statutory guidance and local policy is 
properly applied and followed in all licensed sectors; 

i) to provide support to a wide range of stakeholders, including up-to-date 
information on current licensing law and practice; 

j) to liaise with other Council services, and Police Scotland to ensure public 
safety in respect of Civic Government Licensing; 
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k) contribute to and develop and draft annual service plans and strategies as 
well as monitoring operational plans to ensure objectives are achieved and 
complied with. Record and update progress on the Council’s corporate 
performance management database and other systems as necessary;  

l) to develop the Citizen and Regulatory Section and monitor team 
performance, capability and capacity to ensure that service standards are 
maintained;  

m) to ensure Staff welfare and wellbeing through the application of relevant 
Corporate Policy and Procedure; and 

n) maintain expert knowledge of all business continuity issues likely to 
affect the team and support the Resilience and Emergency Planning 
activities necessary within Regulatory and Regeneration Services and the 
Council. 

 
6. To review, identify and assess potential strategic, operational, financial and 

reputational risks and implement actions to mitigate or minimise those risks. 
 
7. To monitor and manage the finances of the licensing function and ensure legitimate 

maximisation of Licensing Income; 
 
8. To participate in the Senior Management Network and work with other infra-authority 

teams to deliver Council priorities. 
 

9. Represent the Council on inter-authority initiatives e.g. in respect of serious 
organised crime etc. 

 
 

 
7. PROBLEM SOLVING  
 
The post holder covers all areas of litigation and regulatory law and some wider legal 
activity. These matters are often complex in nature and require innovative thinking, 
along with appropriate interpretation of legislation and technical guidance, in order to be 
resolved, often with the need for articulate and confident representation in an array of 
settings. Problems arise from a variety of sources and can affect viability and success of 
projects of the utmost import to the Council and its stakeholders as well as the safety 
and wellbeing of the residents of West Dunbartonshrie.  
 
The post holder is required to respond to the changing needs of the Council and its 
stakeholders and develop robust long term strategic plans to support the organisation. 
This calls for considerable knowledge and understanding of the Council, community and 
the external policy and legislative environment in which the Council operates. 
 
The post holder will also contribute to problem solving within the wider Legal Services 
Team and those arising from the management of the licensing function. 
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8. PLANNING 
 
The post holder should manage their personal workload in an appropriate manner, 
taking account of the level of priority and risk associated with each task and any 
performance targets that may apply. They will be capable of reacting to changing 
priorities whilst ensuring that planned outcomes are achieved. 
 
The post holder will plan the workload of the Citizen and Regulatory Section to ensure 
that all deadlines and internal performance standards timescales and deadlines are 
achieved. 
 
The post holder should identify political, economic, sociocultural, technological, 
environmental and legal challenges facing the service in the medium to longer term and 
take action to ensure that the service can adapt to meet those challenges. 
 
The post holder should ensure that effective financial and resource management plans 
are in place to deliver agreed outcomes. 
 
The post holder is responsible for contributing to the development of departmental 
service plans. This will include putting forward proposals for projects and other work 
initiatives on which they may act as lead officer.  
 
From time to time, the postholder may be required to attend site visits, incidents or 
events out with normal working hours. In the very rare event of there being an 
emergency out with normal hours you may be contacted for telephone advice or be 
expected, if available, to attend an incident. 
 
When responding to extraordinary circumstances, the post holder may be required to 
work irregular hours for extended periods subject to reimbursement of the time. 
 

 
9. ASSIGNMENT AND REVIEW OF WORK 
 
The post holder reports to the Manager of Legal and Democratic Services with whom 
objectives are jointly agreed. Objectives and performance are reviewed within the 
Council's performance framework at meetings with the Manager of Legal and 
Democratic Services as well as informal meetings which are arranged as necessary. 
The post holder is a leader of the Citizen and Regulatory Section and is expected to 
demonstrate semi-autonomous development and progress of Group output and 
evidence same. 
 
A key workstream will be representing the Council, HSCP, and West Dunbartonshire 
Leisure Trust in an array of settings, whether that be defending their interests or 
pursuing matters on their behalf.  
 
Work is also reviewed by service managers, strategic leads and the Corporate 
leadership team at performance meetings. Pentana is the corporate system into which 
key performance measures are input and progress monitored.  
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10. COMMUNICATIONS AND WORKING RELATIONSHIPS 
 
Internal communications and working relationships: 
 
Day to day line management communication for the post holder is with the Manager of 
Legal and Democratic Services. In addition to regular contact with the Manager of Legal 
and Democratic Services, and the Chief Officer: Regulatory and Regeneration, there will 
be daily contact with fellow members of the Citizen and Regulatory Section, and the 
wider legal team. Furthermore, there will be regular communication with colleagues 
elsewhere in Regulatory and Regeneration Services, including Planning, Building 
Standards and Environmental Health, as well as other Council services.   
 
The post holder will attend internal working groups, committees and other meetings as 
necessary. 
 
External communications and working relationships:  
 

• West Dunbartonshire HSCP  

• West Dunbartonshire Leisure Trust 

• Scottish Government  

• Police Scotland 

• Licensing Forum 

• Taxi Forum 

• COPFS (Crown Office and Procurator Fiscal Service)  

• External consultants. 

• Individual licensees and members of the public 
 
 

 
11. DECISION MAKING 
 
This post holder operates within a legislative and policy framework at an international, 
national and local government level and will ensure best practice and innovation in 
relation to funding conditions, Scottish and UK legislation and statutory guidance.  The 
post holder is required to take all professional decisions within the remit of this post. 
 
The post holder will utilise their knowledge and experience to inform them when 
assessing circumstances and situations and making decisions. 
 
The post holder will be expected to make innovative and pragmatic decisions not 
covered by law or policy which have significant implications for the Council in terms of 
risk, operational effectiveness, financial governance or reputation. 
 
Post holder has delegated authority to make decisions relevant to the successful 
execution of the post and a high level of autonomous decision making is expected.   
The post holder is required to bring a level of expertise to bear on the key areas and 
contribute to wider strategic decision making and planning processes as necessary.   
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Decisions must be fully transparent, evidence based and capable of withstanding 
scrutiny internally or externally including in Court or another formal legal setting.  
 
The post calls for both logical and analytical thinking along with creative and innovative 
approaches.  The breadth of the remit requires decision making across a wide range of 
service strands. 
 

 
12. MOST CHALLENGING PART OF THE JOB 
 
The requirement to manage and prioritise a demanding and varied workload of Citizen 
and Regulatory Section so as to ensure that Council services have the very best legal 
advice and licensing functions are carried out efficiently and to the expected high 
standards. 
 
To meet this requirement the post holder will need to apply their specialist skills and 
knowledge to a wide and varied range of tasks on a daily basis, largely working 
independently and on their own initiative, using high quality communication and 
interpersonal skills.  
 

 
13. GENERAL 
 
Disclosure/PVG membership: Standard Disclosure Required 
 
Politically Restricted Post: Yes 
   
This post is politically restricted in accordance with the Local Government and Housing 
Act 1989. Accordingly, on accepting this appointment you will be disqualified from 
becoming or remaining a Member of a Local Authority, the Scottish Parliament, the 
European Parliament or from undertaking certain political activities as defined in the 
Regulations introduced from time to time by the Secretary of State for Scotland. A copy 
of the Council’s policy on politically restricted posts can be found via HR Online: 
https://intranet.west-dunbarton.gov.uk/media/9288/politically-restricted-posts-
guidance.pdf  
 
General:  
The duties and responsibilities contained within this Post Descriptor are neither 
exclusive nor exhaustive as the postholder may be required to undertake other 
reasonably determined duties commensurate with the level and grade of the post 
without changing the general character and nature of the post. 
 
The Post Descriptor may be subject to revision, depending on the future needs of the 
post and the organisation, following appropriate consultation.   
 
 
 
 
 
 
 
 

https://intranet.west-dunbarton.gov.uk/media/9288/politically-restricted-posts-guidance.pdf
https://intranet.west-dunbarton.gov.uk/media/9288/politically-restricted-posts-guidance.pdf
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14. WDC TRAINING  
 
West Dunbartonshire Council – Operates Skills Passports for all employees, which 
details the training available. Skills passports are available via the Council’s Intranet 
Organisational Development & Change  
 

• Skills Passport A – New Entrant Employee Passport 
Includes WDC Induction; Equality & Diversity; Data Protection (GDPR) & Security 
Awareness and relevant i-learn modules;  
Policy Reading: Code Of Conduct; ICT Information Security Policy and Acceptable Use 
Policy 
 

• Skills Passport B – WDC Employee Passport 
Includes relevant i-learn modules  

• Disclosure Scotland Managers I-Learn 
 
 

15.   ROLE SPECIFIC TRAINING 
 

Note: The Successful candidate will require to comply with the Law Society of Scotland, 
Annual CPD requirement.   
 
 

 

https://intranet.west-dunbarton.gov.uk/chief-executive/people-technology/organisational-development-change-digital/learning-development/skills-passports/
https://intranet.west-dunbarton.gov.uk/chief-executive/people-technology/organisational-development-change-digital/
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SECTION 2: PERSON SPECIFICATION 
 

Essential 
 
Desirable 

 

Qualifications/Professional Membership 

An LLB and Post-graduate diploma in Legal 
Practice or equivalent recognised by the Law 
Society of Scotland. 

Management development qualification 

Scottish Practicing Certificate  

Training 

Demonstrable commitment to continuing 
professional and managerial development 

 

  

Experience 

Experience of working with or in a regulatory 
environment, preferably in a local government 
environment. 

Experience of Licensing Law and Practice, 
preferably in a local government 
environment. 

Experience of advocacy in a court or tribunal or 
other regulatory setting.  

Experience of leading or managing a 
regulatory or litigation team. 
 

Experience of advising clients on complicated 
matters from both a legal and factual 
perspective. 

Experience of working within a local 
Government Legal Team. 

Experience of supervision.  Experience of policy and report writing. 

 Experience of working with partner 
organisations to achieve organisational 
objectives. 

Knowledge and Skill  

Knowledge and understanding of recent 
licensing law and practice. 

Possess a Full UK Driving Licence 

Strong interpersonal skills and ability to 
challenge, support, influence, and engage 
staff, managers and peers 

Strong Financial and budget management 
skills 

 

Excellent written and verbal communication 
skills 

Demonstrable ability to challenge existing 
practice and modernise systems and 
processes 

Ability to produce work of a high and accurate 
standard whilst working to tight timescales 

 

Ability to prepare concise accurate reports on 
complex issues and the confidence to present 
them 

 

Ability to prioritise, plan and manage workloads  

Ability to communicate and effectively reach a 
variety of people 

 

Disposition 

High level of integrity and able to communicate 
with officers, elected members, local 
businesses, partner organisations and the 
community at all levels 
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Committed to public service and the ability to 
empathise with colleagues, managers and the 
general public 

 

Committed to developing a flexible, agile 
workforce capable of serving the community 
and complying with statutory duties 

 

Enthusiastic, committed, interested in 
improving West Dunbartonshire.as a place to 
live work or visit 

 

Commitment to working and dealing with 
emergencies out with standard office hours 
and out with the boundary of the authority as 
necessary 

 

Ability to work on own initiative, self-motivated, 
flexible and adaptable 

 

 
 
 
 
 
 
 
 
 
 
 

 


