Job Description and Person Specification
Job details
Job title: Regulatory Services Administration Team Leader
Grade: 5
Reports to: Licensing and Service Support Manager
Responsible for: Management of Regulatory Services Administration Team
Directorate and Service area: Place and Economy / Regulatory Services
Purpose of the job 

To manage and supervise the Regulatory Services Administration Team.  Provide performance information as required and ensure that systems are efficient. Work with the Service managers and Team Leaders within Regulatory Services to ensure appropriate service support is provided and to improve administrative systems within the service. Ensure that finances relating to the team’s functions are managed in accordance with legislation and corporate policies and to have responsibility for the corporate credit card. To be responsible for management of the case management system.
Principal responsibilities 

1. Supervise a team of Service Support Officers, undertaking supervisory; training; induction; sickness; and recruitment responsibilities.

2. Scheduling and co-ordination of own work and allocation of work to others, taking responsibility for the completion of tasks within prescribed timescales.

3. Have a working knowledge of Regulatory Services technical administrative functions and responsibilities and to provide appropriate support as required.

4. Support Senior Management with the production, manipulation and maintenance of data using a variety of IT systems and manage the Systems Administrator to ensure that all aspects of the Regulatory Services administration function are efficiently managed within the database system, acting as a super-user for the team and maintaining oversight of database management.

5. Maintain a thorough knowledge of processes, systems and legislation associated with the service area. Ensuring that the team deals with all aspects of the Regulatory Services technical administration process in a timely manner having regard to any performance indicators or other relevant targets.

6. Proactively identify with your team areas of improvement to the service which benefit the Authority, businesses and/or the public and take steps to implement these. Supervise the development and review of associated processes.

7. Assist the Head of Service with service support functions, necessary for the efficient running of the service.

8. Undertake additional tasks to support the Service Managers in accordance with the role and functions of the post. 
General responsibilities applicable to all jobs
1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.

2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).

3. Understand the councils commitment to Corporate Parenting and take responsibility  to support this commitment. Enable the council to be the best corporate parents possible to children and young people in our current and previous care. 

4. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder
Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	· 2 A Levels / NVQ Level 3, or equivalent in a relevant subject
and/or
· Extensive experience at Senior administrator level 
and
· Appropriate level of literacy and numeracy
	· Qualification in Management

	Experience and Knowledge
	· Experience of allocating work, managing a team and monitoring resources, to maintain the effective operation of the service area.
· Experience of assisting with the monitoring of budgets 
· Demonstrable experience of supervising, coaching and mentoring colleagues and team members, to support the achievement of individual and team performance and development objectives. 
· Extensive working knowledge of Regulatory Services functions (Environmental Protection, Health Protection, Private Sector Housing and Trading Standards)
· Excellent verbal communication and presentation skills
	

	Ability and Skills
	· Ability to gather, analyse and evaluate data and financial information related to the work area, to support the production of management reports and performance management data.
· Proven ability to build professional working relationships, with both internal and external stakeholders, to deliver the service to required standards.
· Appropriate level of data protection, security and confidentiality awareness.
· High standard of IT skills, with the ability to utilise IT systems, including case management systems.
· Ability to produce clear and concise written reports and letters for members of the public.
	

	Equal Opportunities
	· Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
	

	Additional Factors
	
	





