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	Post Details – Primary



	Job Title
	Licensing Team Apprentice

	Service
	Licensing

	Job Location
	Town Hall, Matlock 

	JE Number
	N/A
	Grade
	Apprenticeship Rate


	Post Details – Other



	Political Restriction?
	No

	DBS Check required?
	No

	Responsible to
	Assigned Mentor within the Licensing Team 

	Responsible for
	-


	Main Purpose of Post



	· The overall aim of the Licensing Apprenticeship Programme is to learn about the services delivered by the District Council whilst developing knowledge and skills through hands on experience in the Licensing Team. 

· The Apprentice will work within the Licensing Team, under planned supervision and guidance to develop skills, knowledge and experience to provide delivery of a friendly, helpful and efficient service to the Council’s internal and external customers. This could include face to face service delivery as well as by telephone and electronic means.

· At the end of the 18 month programme it is anticipated that the Apprentice will be employment ready, and will be given the opportunity to apply for any available permanent employment opportunities within the District Council.


	Main Duties and Responsibilities



	1
	To support colleagues in the Licensing Team, developing skills and knowledge required to provide a professional customer response service.

	2
	To develop skills and knowledge to provide customers with appropriate licensing service information. 

	3
	To develop skills and knowledge to identify the customer’s needs and escalate priority issues. 

	4
	To develop skills and knowledge to be able to route customer enquiries appropriately; (for example: to other teams within the Council, other partner agencies); to the licensing service pages on the Council’s or GOV.UK websites. 

	5
	To develop the required skills and knowledge to make follow-up calls and written communications where necessary. 

	7
	To support the Licensing Team and develop skills to undertake research as may be required in response to enquiries, using all available resources.

	8
	To undertake all aspects of recording enquiries and routine licensing applications on the Council’s licensing software system, gaining and developing an understanding of business processes and the ‘hands on’ approach of excellent service delivery.

	9
	To comply with Information Security and Data Protection policy and principles. 

	10
	To undertake other tasks as agreed with the Licensing Manager. 


	General Duties and Responsibilities

	Equalities - The Council aims for equality in the provision of its services and in carrying out its public functions.   All employees will implement and promote its Equality and Diversity policy in their own work.


	Code of Conduct - Your duty is to serve the Council as a whole in providing advice, implementing its policies and delivering services to the local community.  In performing your duties, you must comply with the Employee Code of Conduct.



	Health & Safety – The Council’s policy needs full co-operation from all employees who are expected to give all possible assistance towards its successful implementation and to take reasonable care of their own safety and that of others.


	Staff Development - The Council's Performance & Development Review (appraisal) is an integral part of Derbyshire Dales District Council’s performance management framework as well as a key employee development procedure.  Those with managerial responsibility must ensure that all staff with contract hours within their section receive an annual performance & development review (PDR).


	Data protection - The Council is committed to maintaining the privacy of all its staff and customers. It expects all staff to handle individuals' personal information in accordance with the Data Protection Act 2018 in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 


	Climate change- The Council is committed to being carbon neutral in respect of its own emissions by 2030 in line with the Climate Change Act 2008.  All employees are expected to give due consideration to the climate change and other environmental impacts of the decisions they take during the course of their employment



	Safeguarding children and vulnerable adults- all employees and Councillors have a duty of care for the safeguarding of children and vulnerable adults. Any concerns about the behaviour of a member of staff or service users must be reported immediately, in confidence, to a Director. Posts working directly with children and/or vulnerable adults will be designated to require a Disclosure and Barring Service (DBS) check before appointment and a recheck every 3 years.



	Date this Job Description last amended


	April 2022


	Signed by Jobholder
	

	Print Name
	

	Date
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	JOB TITLE
	Licensing Team  Apprentice 


	JE NO
	N/A



	
	ESSENTIAL

(Must be met to be considered for interview)
	DESIRABLE

(Required to perform job to high standard)
	AITD

	SKILLS AND ABILITIES
	Good communication skills both verbal and written

Ability to maintain high degree of accuracy and attention to detail.

Good keyboard skills
Good organisational skills
Ability to work as part of a team and on own Initiative

Enthusiastic and reliable
Polite and tactful

Friendly and helpful manner

Flexible approach to work

Ability to learn and develop within the workplace
Ability to work to deadlines and under pressure


	
	 A/I
A/I/T
A/I/T
A/D

A/I

A/I

A/I

A/I

A/I

A/I

	KNOWLEDGE
	Knowledge of Microsoft Office including word, excel, outlook and other windows based packages
	Awareness of equalities issues in service provision

Knowledge of services provided by the Licensing Team at Derbyshire Dales District Council
	A/I
A/I

	EXPERIENCE
	Some previous experience of being part of a team through sport, social activities or other interests
	
	A/I



	QUALIFICATIONS
	GCSE English & Maths qualifications at a minimum of grade D or 3 or above. 

Applicants may also apply where their grades have been predicted at these minimum grades or above. 

	
	A/D




	OTHER REQUIREMENTS
	Ability to present in a clean and tidy manner
Maintain confidentiality and security.

Demonstrate tact, diplomacy and consideration when dealing with people. 

Open to learning and personal development within the workplace and within an Adult Education setting. 
	Knowledge of data protection and freedom of information legislation

Knowledge of any other services provided by the District Council

	I

I



	
	
	
	


Assessed by:       A = Application form       I = Interview    D = Documentary Evidence    


 T= Test (keyboard exercise to complete at interview)
JOB DESCRIPTION





PERSON SPECIFICATION














