
[image: image1.jpg]@
Sunderland
City Council




Job Description

Job title:
Regulatory Delivery Officer
Directorate:

Neighbourhoods 
Grade:
Grade 8
Responsible to:
Environmental Health Manager
1.
Purpose

1.1
To ensure the ongoing compliance of all legal obligations in respect to the publication of legal documents, the maintenance and development of enhanced service delivery to provide enhanced customer self-service and excellent service delivery.
1.2
To support the Environmental Health Manager to deliver proportionate and appropriate regulation for the Council and to make a positive contribution to the service.
2.
Key Responsibilities
2.1
Responsible for developing policies and helping us ensure our services are delivered to a high standard through audit and inspection to deliver improvements. Coordinating customer initiatives with the establishment of effective joint working relationships with operational leads to promote service development and best practice.

2.2
This role will also oversee the collection of fees, fines and civil penalties.
3.
Main Duties
3.1
Maintain and coordinate legal compliance for the service in respect of data management and public documents.

3.2
Review and update relevant policies and procedures in relation to electronic management systems.
3.3
Ensure that appropriate systems are in place to ensure legal compliance and to identify and address poor practice.

3.4
Provide expertise on systems and recording processes.

3.5
Design processes that maximise the use of our IT systems and integrate work across regulatory services.
3.6
Contribute to researching, developing and re-working our policies and procedures.

3.7
Ensure that monitoring systems are in place to carry out effective audit, analysis and evaluation of services.

3.8
Actively promote continuous improvement raising standards – informed good practice.
3.9
Develop and maintain an understanding of the ways in which technology can support professional activity and encourage officers to develop knowledge skills and confidence in adopting these approaches.

3.10
Develop systems and procedures to ensure the recovery of all costs fines and civil penalties.

3.11
Maintain and develop regulatory services customer channels – online forms, website and advice.

3.12
Take responsibility for the recovery of fees fines and civil penalties.

3.13
To promote and champion a positive organisation - wide culture that reflects the Council’s values
3.14
The post-holder must carry out duties witrh full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council policies.

3.15 The post-holder must comply with the Council’s Health and safety rules and regulations and with Health and Safety legislation.

3.16
The post-holder must act in compliance with data protection principles. GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council 

3.17
The post-holder must comply with the principles of the Freedom of Information Act 2000.
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