	                      
RENFREWSHIRE COUNCIL

FINANCE & RESOURCES 

JOB OUTLINE


	SERVICE: 
  
	FINANCE & RESOURCES
	SECTION:
	LICENSING

	POST TITLE:
	LICENSING ASSISTANT
	POST ID:

	

	GRADE:

	GR4
	LOCATION:

	RENFREWSHIRE HOUSE

	REPORTING TO:
	COMMITTEE SERVICES AND LICENSING OFFICER


				
	    PRINCIPAL ROLE:

	Process applications for licences in terms of the relevant legislation particularly the Civic Government (Scotland) Act 1982 and the Licensing (Scotland) Act 2005 within a busy licensing section. 



     
Key tasks for which the postholder will be responsible:

1. Processing of applications in terms of legislation, particularly the Civic Government (Scotland) Act 1982, Licensing (Scotland) Act 2005, Gambling Act 2005, Housing (Scotland) Act 2006 (HMOs) and Registration of Private Landlords.    
2. Receipting and processing payments for licence applications. 
3. Preparing reports and compiling statistical returns.   
4. Deal effectively with telephone, e-mail and written enquiries and assist members of the public at the Customer Service Centre, if required.
5. Liaising with external organisations and council departments. 
6. Supervision of staff. 
7. Assist in procurement of goods and service via PECOS. 
8. Filing, faxing, scanning and photocopying, as required.
9. Carrying out any other duties as may be required by the Managing Solicitor or other members of the Legal & Democratic Services Management Team.

To adhere to the Council’s commitment to health and safety, maximising 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. 

 


		
