
[image: image1.png]Middlesmjgh

moving forward




JOB DESCRIPTION
	Post Title:                            Regulatory Compliance Officer

	
	
	

	Grade and Salary Scale:    Grade E – I SCP 17- 30

	
	
	

	Department and Service:   Public Health & Public Protection
Responsible To:                 Principal Officer
Post Ref:
  H005
	
	
	


Duties and Responsibilities: Level 1


1. Participate in the implementation of service plans at an appropriate level.


2. To assist in the delivery of the service through engagement with the public and business customers, providing support to colleagues on projects and inspections.


3. To work without supervision on the investigation of complaints / service requests in less complex work areas and single-legislation enforcement. 


4. Deal effectively with complaints, enquiries and requests for service from the public, partner agencies and other Council officers.


5. To identify and report issues to enable senior officers to determine work planning and appropriate escalations of complaint / service requests. 


6. To advise service users of their obligations under relevant legislation. 
7. Participate in the overall provision of services by contributing to the various communication systems in the Council.

8. To maintain accurate records, both electronic and otherwise.
Duties and Responsibilities; Level 2

In addition to the duties outlined at Level 1
1. To provide specialist support to the systems manager and act as database administrator, producing reports and provision of statistical information to assist management of the service.
2. To train officers following systems upgrades

3. Participate at appropriate level in the implementation of the service plan.

4. Carry out field work including the gathering of information e.g. Delivery of legal documents and the establishment of business ownership for legal proceedings.

5. Carry out research to obtain intelligence. Communicate with partner agencies via telephone or e-mail to obtain information about residential or business premises or persons to ascertain whether non-compliances are continuing. 
Duties and Responsibilities: Level 3

In addition to the duties outlined at Level 1& 2


6. Undertake inspections, visits, investigations and interventions and provide support in connection with the Public Protection and Public Health function and regulatory role. 
 
7. To deputise as appropriate for senior officers as required.
8. To assist with undertaking technical assessments and compile reports as directed, and assist in the interpretation of legislation and guidance notes.


9. Assist in the development and delivery special projects and represent the service in discussions with outside bodies.

10. Seek to ensure an effective response to public demand and to provide for the maintenance of good public relations, including attending public meetings where appropriate. 

11. To undertake formal investigations, take statements, gather and prepare evidence, carry out interviews under formal caution and prepare reports containing sufficient detail to support legal proceedings, including applications for warrants and legal notices, fixed penalty notices, conducting works in default. 


12. To give evidence in court in connection with any investigation with which they have been involved. 


Duties and Responsibilities – Level 4

In addition to the duties outlined at above levels 
1. Participate in the implementation and delivery of service plans at an appropriate level. 


2. Develop and implement special projects and represent the service in discussions with outside bodies.


3. To provide training to staff on agreed subject areas.


4. To carry out promotional work for the service and work with outside partners.



Duties and Responsibilities – Level 5


In addition to the duties outlined at above levels
1. To instigate and execute projects covering current issues relevant to the service delivery. To conduct appropriate research, analysis of problems and propose solutions. 


2. To undertake a specialised support duty integral to the role of the service by carrying out complex casework, including the provision of mediation between parties, and coordination of enforcement projects.


3. To participate in service planning and contribute ideas to providing a solution to service problems as they arise through strategic assessment of past performance. 


4. To coordinate and represent the service at regional working groups, liaising with partners and outside bodies.


5. To develop and coordinate training programmes for the service on areas of special responsibility. 
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.
· You will 
· demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.
· respect all confidentialities and principles and practices of the Data Protection Act.

· comply with Health and Safety policies and legislation.

· be committed to continuous personal development, including Middlesbrough learns.

· demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.
· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.
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PERSON SPECIFICATION 
For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion which are marked as Essential / Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
	PASSIONATE about Middlesbrough
· Believe in Middlesbrough

· Be proud to work for the Council
· Have a ‘can do’ attitude




	INTEGRITY at our heart

· To be open, honest and transparent

· Communicate well with others

· Treat others with respect



	CREATIVE in our thinking
· Always look to improve

· Find solutions to problems

· Positive to change



	COLLABORATIVE in our approach

· Engage and consult with others

· Seek feedback from others

· Understand the needs of others



	FOCUSSED on what matters

· Understand the Council’s and my own priorities

· Put the customer first

· Deliver against expectation



	Section 1 
	Essential

x
	Desirable

x

	QUALIFICATIONS: 
	
	

	1. Good standard  of education with GSCE/A level or equivalent, or relevant  experience in the specialist work area
	        X


	

	2. Technical qualification relevant to the work area e.g. BTEC, Diploma, Degree.
	
	        X

	3. IT literate
	        X
	

	4. Basic knowledge of issues relevant to the work area as appropriate.
	        X
	

	KNOWLEDGE & EXPERIENCE 


	
	

	5. Basic understanding  of  investigative and/or enforcement work
	       X
	

	6. Awareness of issues in environmental health, food safety & health and safety, Trading Standards, housing, environmental protection as appropriate.
	
	       X

	7. Experience in dealing with members of the public and business community
	       X


	

	8. An objective and rational approach to decision making and problem solving.
	
	       X
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