
	RENFREWSHIRE COUNCIL

ENVIRONMENT, HOUSING & INFRASTRUCTURE
JOB OUTLINE



	SERVICE:   
	Environment, Housing & Infrastructure
	SECTION:
	Communities and Public Protection (Trading Standards and Licensing)

	POST TITLE:
	Fair Trading & Licensing Officer 

	POST ID:
	

	GRADE:
	GRADE07
	LOCATION:
	Renfrewshire House

Cotton Street, Paisley


	REPORTING TO:
	Lead Officer – Trading Standards


	PRINCIPAL ROLE:

	Working as part of a team and contributing to effective service delivery to all stakeholders and communities, by performing a wide range of operational Trading Standards and Council Licensing activities.  Main duties will include tackling unfair trading practices, promoting consumer protection, protecting public health and safety, investigating potential criminal contraventions, undertaking partnership working, acting as a source of information and guidance for businesses and licence holders, and upholding the Policy of the Licensing Board through enforcement of licensing requirements.
Reporting to the Lead Officer – Trading Standards, you will work with the Team to continuously improve the service delivery and performance, keep up to date with the latest legislative and technical developments in the Trading Standards and Licensing fields, and liaise with a range of key stakeholders to maximise the effectiveness of targetted enforcement work.  

You will exercise powers and perform duties effectively to ensure that service delivery meets local and national standards.



Key responsibilities:

Service Delivery

1. To carry out enforcement work and investigate complaints under appropriate legislation in line with Council policy; giving due regard at all times to the both the principles of better regulation and the need to protect public health and safety.

2. Engage with local businesses to provide business advice and education services, offering professional guidance, information and assistance on the application and implementation of Trading Standards & Licensing legislation. This may include ensuring that licensees carry out their business in a manner which complies with regulations and national and local policies.
3. Undertake programmes of visits to businesses subject to Trading Standards and/or Licensing regulation to ensure that statutory obligations and licence conditions are being met. 
4. Undertake a range of duties to support the licensing and registration functions of the Trading Standards & Licensing team to ensure that relevant controls and safe working practices are being adopted by local businesses. 
5. Liaising with licensees, the general public, Licensing Forum and other interested parties regarding matters relating to licensing. Where required, mediating between licensees, general public and other bodies to prevent or resolve complaints.
6. Supervising compliance by the holders of premises licenses in respect of conditions of their licences under appropriate legislation, and in line with risk assessment.

7. Participate in a range of work in conjunction with key partners to deliver project work designed to target high risk trading activity.
8. Participate in projects, events and emergency situations as required.

9. Liaise and engage with other professional colleagues and representatives from other regulatory bodies, making contribution towards the development of effective working practices and exploring areas for collaboration, partnership and joint working.

10. Participate in underage sales test purchasing programmes (including out of hours working where appropriate), in line with Crown Office guidelines to maximise legislative compliance and protect young people.

11. Investigate alleged offences against Trading Standards & Licensing legislation in line with procedural requirements, preparing prosecution reports and other reports for use in court where necessary, and providing evidence in formal settings such as Court or the Liccensing Board, on behalf of the Council.
12. Deliver all of the front line services provided by the Trading Standards and Licensing team through use of working practices that are compliant with the provisions of relevant statutory instruments and associated regulations, in line with guidance provided by national regulatory organisations, and adhere to Council and departmental policies and procedures. 

13. Uphold the Nolan principles of public life in relation to professional conduct.

14. Ensure compliance with relevant data control legislation appropriate to service area e.g. Enterprise Act controls on disclosure.

15. Maintain an accurate, complete, and up to date record of all workload on appropriate systems, and provide relevant performance reporting information in terms of applicable quality standards and local / statutory performance indicators to the Lead Officer – Trading Standards.
16. Produce accurate and timeous written reports for the Lead Officer – Trading Standards and others as necessary (including relevant Boards), to demonstrate that services are being delivered in accordance with applicable service and quality standards. Attendance at Licensing Boards and meetings of the Council’s Regulatory Functions Board will be required.
17. Reflect on performance and feedback to ensure continuous development.  Identify appropriate personal and professional development opportunities, with focus and priority being given to areas aligned directly to successful service delivery.

18. Adopt a proactive role in sharing best practice between and across the Trading Standards & Licensing team and communities and public protection, to ensure a best practice approach.

19. Adhere to the Council’s commitment to health and safety, supporting attendance, equal opportunities and compliance with all relevant policies.
This description is indicative of the nature and level of responsibilities associated with this job.

It is not exhaustive and the job holder will be required to undertake other duties and

responsibilities commensurate with the grade.[image: image1.png]




