Person Specification

Job Title: Licensing Technical Support Officer 

Service: Public Protection and Regulatory Services Community Resilience  
Role Profile reference: RT3
	Essential Requirements 



	Experience/Education/Training   

Knowledge and experience of:
· Licensing Act 2003

· Hackney Carriage and Private Hire legislation 
· Knowledge of the Idox Uniform system is advantageous 

· Ability to use MS Office365 or equivalent         
·   
	Interview / Application form

	· Ability to take responsibility, act on initiative and respond to unanticipated problems and situations and work collaboratively.  

· Be able to communicate effectively verbally, in person or over the telephone, and in writing to share and obtain information. 

· Able to persuade, negotiate and influence effectively. 

· Be able to provide excellent customer service by being able to delight customers and deliver high quality tailored services to meet needs and exceed expectations.

· Be socially confident and self-assured when meeting new people.

· Able to use a PC to prepare documents, record information or input data.   

· Not easily offended, and able to deal with criticism. 

· Able to conceal emotions or feeling in the workplace. 

· Able to work effectively within a busy team environment, or independently. 

· Able to prioritise work. 

· Able to see tasks through to completion, ensuring they are completed on time or to deadlines and to a high degree of accuracy. 

· To demonstrate the Council’s values.            


	Application form/Interview   

	
	

	Work Related Circumstances   
· Ability to meet the travel requirements of the post

· Compliance with health and safety rules and legislation. 

· Commitment to equal opportunities. 

	Application form/interview 


