
 
 

Post:    Senior Licensing and Land Charges Officer  
    
Department:   Place Services   
 
Grade:    SCP 19 - 22     
 
Responsible to:  Team Leader    
 
Responsible for:          

Purpose of the Post:  To provide an effective and efficient Licensing and 
Land Charges service on a day to day basis and to conduct enforcement of 
the council’s licensing responsibilities. 
 
To supervise the effective administration of the service utilising a range of 
different methods. 
 

Duties and Responsibilities:  
 

1. To administer the processing of local search enquiries in an accurate 
and efficient manner and to ensure that appropriate records of 
responses are maintained. 

 
2. To carry out amendments to the Land Charges Register as required 

and ensure it is maintained in an accurate and accessible form. 
 

3. To carry out all necessary functions in relation to licensing and land 
charges clients including managing appointments, legal checks and 
requirements, the receipt and preparation of information and the 
production of any statistical analysis of databases required. 

 
4. Under the direction of the Licensing Manager provide appropriate 

levels of enforcement in relation to all of the Council’s licensing 
responsibilities including but not limited to, taxis, alcohol and 
entertainment, gambling, scrap metal, collections and regulations 
made thereafter. 

 
5. To act as PACE interviewing Officer when required. 

 
6. To impart advice and guidance following the appropriate legal 

framework and policies to service users. 
 

7. To carry out a degree of evening and weekend work relating to 
licensing compliance and enforcement matters. 

 



 
 

8. To carry out inspections of licensed premises / vehicles as part of the 
overall enforcement policy. 

 
9. To effectively plan the appropriate co-ordination of the administration 

function of the combined services. 
 

10. To provide line management of all associated staff including 
appraisals, managing attendance and work planning. 

 
11. To oversee budget monitoring in terms of income and expenditure 

reconciliation including orders, payments and invoicing. 
 

12. To provide effective reporting of the financial position of the service to 
the Licensing and Land Charges Manager. 

 
13. To provide the lead on the effective IT development of the 

administration function and oversee implementation. 
 

14. To be responsible for the implementation of the Council’s Health and 
Safety Policy and associated safe working procedures and 
guidelines. To contribute towards the identification and management 
of risk within the service area. 

 
15. To communicate the Health and Safety Policy, procedures and 

guidelines to all employees and contractors under the 
management/supervision of the post holder. To monitor compliance 
with the policy, procedures and guidelines, keeping appropriate 
records as required. 

 
16. To comply with the Council’s Comprehensive Equality Policy and 

ensure that it is implemented within the service area and amongst 
employees within the remit of the post. 
 
 

17. To be responsible for the implementation of the Council’s Human 
Resource policies and procedures including Employee Relations, 
within the remit of the post. 
 

18. To comply with the Council’s Information Management Framework 
(including the Data Protection Policy, Code of Practice and Social 
Media Policy) and ensure that it is implemented within the service 
area and amongst employees within the remit of the post. 

 
19. To comply with the Council’s Code of Conduct a fundamental aspect 

of which are “the Seven Principles of Public Life”, and to conduct 
oneself with the highest standards that they require. To ensure that 



 
 

the code and required standards of conduct are maintained amongst 
employees within the remit of the post. 

 
 
This post is not subject to Disclosure. 
 
This post is not Politically Restricted in accordance with the Local 
Government and Housing Act 1989 (as amended). 
 
The details contained within this job description reflect the content of the job 
at the date it was prepared. However, it is inevitable that over time, the nature 
of the job may change.  Existing duties may no longer be required and other 
duties may be gained without changing the general nature of the post or the 
level of responsibility entailed.  Consequently, the Council will expect to 
revise this job description from time to time and will consult the post holder/s 
at the appropriate time. 
 
Date Prepared: May 2019 

 
 
 
 

 


