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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder.
Job title			Licensing Manager
Reports to			Assistant Director – Community and Business Engagement
Team			Communities 
Grade			Grade 9	
Last updated		Sept 2026
Job Summary
Act as the lead specialist, advisor and internal consultant to senior officers and elected members regarding the determination and enforcement of licensed activity.  Develop and apply processes and procedures and provide best practice advice on quasi-judicial matters in line with the Licensing Act 2003, the Gambling Act 2005 and legislation relating to taxi drivers, operators and vehicles, sex establishment, scrap metal merchants and other private sector functions regulated by the council.
Manage the day-to-day service of processing licensing transactions in accordance with statutory requirements and council policies and advising and guiding the work of the licensing enforcement team.
Proactively lead and direct complex enforcement case work including gathering internal and external legal advice as appropriate. 
Protect and improve the health, quality, safety and economic prosperity of the licensed activities in the district in an efficient and effective way through the writing and presentation of reports to the Licensing Committee and the development and delivery of policy and case work, including preparing prosecution files. 
Deputise for the Assistant Director – Community and Business Engagement as required.

Operational Responsibilities
· To develop, plan, implement and monitor services, policies, processes and procedures relating to the council’s statutory licensing functions to ensure continuous improvement and achievement of the council’s corporate polices and stated objectives.
· To be responsible for investigating, drafting and compiling reports for the Licensing Committee. 

· To act as the council’s lead officer in discharging is statutory functions relating the presentation of contested applications for licences to the Licensing Committee and other relevant meetings of elected members and/or senior officers. 
· To seek, interpret and report on applicants’ standard and enhanced Disclosure and Barring Service (DBS) checks including handling and disposing of checks in a data protection compliant way.
· To discharge the council’s statutory functions of the Licensing-related Responsible Authority for licence applications. 
· To possess and maintain a high level of technical and legislative knowledge and expertise in taxi, alcohol, regulated entertainment and other activities related to the licensing functions of the council. To provide technical and legislative advice both within and outside the organisation.
· To carry out enforcement duties on a regular basis including out of hours enforcement and provide professional and technical support to the Licensing Enforcement Team.
· To prepare and review files for enforcement decisions, including preparation of prosecution, review and revocation paperwork and make evidence-based recommendations to senior officers and elected members having sought internal and/or external legal advice. 
· To consult and engage with customers, colleagues and partners to assess service delivery standards and to enable improvements. To develop an understanding of the needs and expectations of service users.
· To support responsible businesses in being successful and assist them in compliance with related legislation and regulations. 
· To maintain both manual and computer records ensuring that they are both up to date and to the standard required by internal audit.
· To keep abreast of changes in legislation, policy, practices and techniques in enforcement and compliance as well as licensing functions.
Team Working Responsibilities
· To line manage the council’s Licensing Processing Officers who process applications, ensuring that applications are processed in accordance with the legislation, policy and guidance, leading the more complicated matters. 
· To line manager the council’s Licensing Enforcement Officers who apply the council’s policies, ensure compliance and prepare the evidence to action stemming from breaches or non-compliance. 
· To effectively plan, direct and prioritise work within the team and ensure effective use of resources to meet the overall objectives of the council and statutory obligations.
· To develop, support and encourage flexible team working that focuses on outcomes and influence, negotiate, motivate and encourage positively and effectively to bring about behaviour change.
· To assist in the training and supervision of in-house officers and support staff, work placements and students including cascade training to peers to meet services objectives.
Communication & Contacts
· To communicate clearly, appropriately and effectively at all levels of the authority including members to achieve desired outcomes. This will involve sensitive and complex information. 
· To provide an excellent level of customer service, internally and externally, managing customer expectations and achieving service standards. 
· To represent the service at internal, external and public meetings.
· To identify and share intelligence at an appropriate level within the service and with our partners.
· To build, maintain and promote effective working relationships with councillors, colleagues, partners and external organisations to ensure the work objectives are effectively delivered and services are improved, cost-effective and add value. 
Financial / Budgetary Responsibilities
· To ensure payments associated with licence transactions are handled in accordance with council policies and procedures, including monitoring and chasing late payments and arrears.
· To provide profiles for senior officers to enable the development and monitoring fees, charges, budgets and levies.
· To procure, manage, distribute and recover supplies or taxi equipment within budgets. 
· To work effectively to deliver improved cost effective and value-added services.  
· To champion within the section and organisation commercial awareness, customer service, process efficiency and progressive approaches to achieve ongoing improvements and development in services to improve efficiency and effectiveness.
Other
· To keep the Assistant Director – Community and Business Engagement advised on all matters likely to affect service delivery or present a risk to the organisation including a reputational risk. 
· To carry out other duties commensurate with the nature of the post or grade which may from time to time, be required.  This will include occasional working out of normal hours.
· To have an excellent knowledge of Data Protection issues, maintain a high level of awareness of potential problems and report issues at an early opportunity.
· To ensure awareness of the council’s Safeguarding Policy and take a proactive approach to ensure the safeguarding of residents at all times.
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PERSON SPECIFICATION
This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder.
Job title		Licensing Manager
Reports to		Assistant Director – Community and Business Engagement
Team			Communities 
Grade			Grade 9	
Last updated		January 2026
We want the postholder to be able to demonstrate the following competencies to a high level and want to use these to the full in their work.  This is more important than having a great deal of direct experience of the job content, and we will be looking for evidence of all the following key competencies during the selection process, if you are shortlisted.
· 
Sept 2026 update – Remove Service manager and replaced with Assistant Director – Community and Business Engagement
· Personal effectiveness
· Proactive
· Managing relationships
· Communication
· Customer focus


Key Criteria 
Qualifications and Experience
· Educated to degree level or able to demonstrate equivalent qualifications or experience.
· Able to demonstrate expert licensing and enforcement functions.
· Able to demonstrate experience in processing and issuing of licences.
· Demonstrable experience of providing creative and innovative solutions to licensing and enforcement issues.
· Evidence of a commitment to continuous personal development and improvement.
· Evidence of providing services which are sensitive to the needs of customers.
· Demonstrable ability to lead and contribute meaningfully to projects and cross cutting working groups.
· Evidence of effective team working.
Specialist Knowledge and Job Requirements
· Demonstrable experience of interpreting legislative requirements.
· Demonstrable experience of delivering enforcement action and instigating legal proceedings.
· Demonstrable ability to write professional reports and appear as an expert witness.
· Good information technology skills with standard office packages as well as experience of administering bespoke licensing systems.
· Ability to develop policies, procedures and protocols.
· Demonstrable ability and experience of building and maintaining relationships and trust with a wide range of individuals, professionals and organisations.
· Demonstrable ability and experience to advise, negotiate and influence individuals and businesses to adopt/desist a particular course of action.
· Demonstrable ability to present evidence-based reports on complex legislative matters to a variety of audiences.
· Demonstrable ability to sensitively and appropriately deal with emotional, confrontational and stressful situations.
· Demonstrable ability to defuse situations that may arise from dissatisfied and anxious service users, dealing with contentious issues in a considerate and appropriate manner.
· Demonstrable ability to work effectively and sensitively within a political environment.
Other
· Flexible approach to work.
· Excellent interpersonal skills.
· Valid driver’s licence.
· Ability to undertake frequent site visits and inspections.
· Ability to travel frequently within and outside the district.
· The ability to work outside normal office hours sometimes.
· A commitment and awareness of equal opportunities and inclusive working
· Readiness to undertake training relevant to the post.
· The council is committed to safeguarding and promoting the welfare of all its residents specifically children and vulnerable adults. The council expects all its staff to have an understanding of safeguarding and to share this commitment.
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