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Job Description

	Job Title:

	Environmental Health Service Manager (Commercial)

	Directorate:
	People

	Business Unit:
	Community Safety

	Area:
	Commercial

	Responsible To:

(day to day issues)
	Executive Head (Community Safety)

	Accountable To:

(line manager) 
	Executive Head (Community Safety)

	Salary Grade:
	INDICATIVE GRADE M

	Nature of Contract:
	Permanent

	Full Time/Part Time:
	Full Time

	Hours:
	37


1. Key Purpose of Job

1.1. To lead the professional enforcement groupings contained within the Commercial Teams including Health and Safety at Work, Licensing, Food Safety and Trading Standards;
1.2. To develop and coordinate the development and effective implementation of strategies and policies relevant to the role;
1.3. To performance manage team to ensure that all agreed targets are delivered across the area of responsibility;

1.4. To develop and promote integrated working both across the specified teams but also within a multi-agency setting, to effectively target high risk activities across Torbay;

1.5. To effectively manage the budgets across the areas of responsibility.

1.6. To create and manage integrated teams who provide high quality services across a range of professional disciplines to the Bay Family.

2. Anticipated Outcomes of Post

2.1. The provision of quality services to the Bay family and other customers which meet statutory needs, within legislative and budgetary constraints.
2.2. To develop and nurture multi-agency working to create sustainable links with partners to effectively target high risk activities across Torbay.

2.3. To develop and implement a range of innovative approaches to encourage positive changes in behaviour; public reassurance and increase public awareness of key issues to improve health, safety and welfare outcomes across the Bay.

3. Key Duties

3.1. To provide leadership in the development and operation of the Environmental Health (Commercial) Team.
3.2. To ensure that the team has effective strategies and plans, with a strong performance management culture.

3.3. Advising the Executive Head Community Safety and other Senior Officers and Elected Members on all aspects relating to the Environmental Health (Commercial) section and contribute to performance management, BPR and other reviews of the section.

3.4. Acting as ‘Lead Officer’ and ‘Authorised Officer’ for specific duties and responsibilities which may be ascribed from time to time.

3.5. Ensuring effective budget management and implementation and review of zero based budgeting in the postholder’s area of responsibility.

3.6. To establish, in conjunction with the Executive Head and other members of the Community Safety Management Team:

· 
Clear and measurable plans, budgets, targets and procedures for each operational unit or aspect of the Service;

· Effective systems to measure the operational performance of the service and achievement of objectives;

· Performance targets for each member of the team, in consultation with specialist leads within the team;

· Actively contribute to the overall management of the Authority by providing professional advice and guidance on all functions within Environmental Health (Commercial) to the corporate planning and decision making process.

3.7. To supervise staff within the postholder’s control to ensure that they are provided with motivation, guidance and support; that their performance is monitored and appraised; that they training needs are identified and that they receive appropriate leadership in matters of professional interpretation, in conjunction with the Executive Head Community Safety.
3.8. To promote the development and maintenance of high professional standards throughout the work of the Section.
3.9. Ensuring that any performance matters are addressed promptly.

3.10. Ensuring that all staff within the postholder’s area of responsibility comply with Standing Orders, financial regulations, statutory obligations and other provisions.

3.11. Representing the Executive Head Community Safety and the Council at Committees, Working Parties and at meetings with other Local Authorities, Government Departments, industry and commerce, etc.

3.12. Conducting all external relations in such a way as to enhance the Authority’s good standing and reputation.
3.13. Maintaining clear internal communications between management and staff, and participate fully in the Community Safety Management Team meetings to ensure its effective operation.

3.14. Keeping abreast of current and proposed legislation, identifying necessary or consequential repercussions, promulgating information and advice, instigating appropriate action and monitoring its implementation.

3.15. Implementing and monitoring the effective application of the teams Enforcement and Prosecution Policy.
3.16. Constantly develop and improve all operational systems and procedures to maximise efficiency and improve customer care and service delivery.  To be aware of and introduce new technology as appropriate.

3.17. Assisting the Executive Head Community Safety in monitoring the achievement of the Council’s strategic objectives, Community Plan aims and actions and overall performance standards.  Providing feedback and suggestions for any refinements to service delivery based on the results of performance monitoring.

3.18. To direct and prepare reports for Members and external agencies on the work, roles and responsibilities of the Environmental Health (Commercial) Section, including new policy initiatives and business development.

3.19. To ensure that strong links with the Crime and Disorder Reduction Partnership (Safer Communities Torbay) are established and the team is an active contributor to achieving the agreed outcomes of this partnership.

4. Budgetary Responsibilities

4.1. Responsibility for revenue and capital budgets within the postholder’s area of responsibility.
5. Line Management Responsibilities

5.1. Responsibility for all staff within Environmental Health (Commercial) as shown in the organisational structure.
6. Health and Safety Responsibilities

Line Managers/Team Leaders:-

· Responsible for the day-to-day maintenance of health and safety of their team members.

· Ensure that team members receive adequate instruction and training for them to carry out their duties competently and safely.

· Ensure that risk assessments are undertaken to eliminate or control risk, and to ensure safe working practices are developed and implemented to minimise risks so far as is reasonably practicable.

· Ensure that all personnel adhere to safe working practices.

· Ensure that accidents/incidents involving team members are reported and investigated.

· They will ensure that Service Heads are advised of any defect or hazards which they cannot rectify themselves.

· They will ensure that effective supervision of employees is maintained at all times and particularly with new or inexperienced people.

7. Key Working Relationships

7.1. External

All businesses and the voluntary sector in Torbay; the Bay Family; Torbay Business Forums/Chamber of Trade; Health and Safety Executive; Food Standards Agency; Department of Trade & Industry; Office of Fair Trading; Environment Agency; Better Regulation Executive; Local Better Regulation Office (LBRO); LACORS; other Local Authorities; Magistrates Court; Devon & Cornwall Constabulary; Devon & Somerset Fire and Rescue; Health Protection Agency; local voluntary community and statutory agencies, etc.
7.2. Internal 

Executive Head Community Safety; Community Safety colleagues; Licensing Committee; Elected Members; Portfolio holders; Joint Executive Team.
8. Other Duties

To undertake additional duties as required, commensurate with the level of the job.

Other Information

a) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.

b) The Council operates a Smoke-Free Policy and the post-holder is prohibited from smoking in any of the Council's buildings (including Council owned and Council leased buildings, but excluding designated areas in residential schemes), enclosed spaces within the curtilage of buildings, and Council vehicles.   Staff will not be released for a break that is specifically for smoking.

c) The post-holder is expected to familiarise themselves with and adhere to all relevant Council Policies and Procedures.

d) The post-holder must comply with the Council’s Health and Safety requirements.

e) This post is based at Roebuck House but the postholder may be required to move their base to any other location within the Council at a future date.

f) This post is considered to be a politically restricted post as laid down by the Local Government and Housing Act 1989 and, as such, is subject to restrictions on various political activities.

g) The normal working week of the Council is 37 hours.  However, the seniority and nature of this post will require the postholder to work such additional hours as considered necessary to fulfil the role of the post.

h) You will be asked to complete a Criminal Records Self Declaration Form. Criminal convictions will only be taken into account when they are relevant to the post.  You will only be asked to disclose ‘unspent’ convictions.
i) The postholder is expected to form part of the Environmental Health out of hours call out arrangements.
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Person Specification 

	Job Title:
	Environmental Health Manager (Commercial)
	Business Unit:
	Community Safety
	Team/

Service:
	Public Protection


	Managers will assess candidates against their ability to meet the essential requirements of the job. 

Candidates will be assessed against their ability to meet the desirable requirements of the job in a competitive situation. Candidates with a disability will be guaranteed an interview if they meet the essential requirements only.  

Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.

Candidates should explain how they meet each of the numbered requirements within their supporting statement.




	Essential


	Desirable

	Skills and Effectiveness:


	

	1. Effective leadership skills.
2. Possession of well developed communication skills both verbal and written.

3. A demonstrable understanding and acceptance of the principles underlying equal opportunities and diversification and a commitment to achieving and practising these.

4. Good organisational ability, particularly self organisation, ability to see tasks through to a successful conclusion.

5. Chairing and managing multi-agency meetings.

6. To understand political sensitivity and have experience of directly working with elected Members.

7. Ability to establish positive relationships with partners, generating confidence and respect.

8. Ability to work on own or as part of a Team.

9. Ability to lead and direct change.

10. Good interpersonal skills and unbiased approach to dealing with others.

11. Initiative and commitment with a flexible approach to work.

12. Ability to influence and negotiate effectively.


	

	Knowledge:


	

	13. Up to date knowledge of legal, technical and professional matters in relation to Environmental Health (Commercial) areas of responsibility.
14. Knowledge of PC based computer systems.

15. Local Authority budgetary controls and constraints and active budget management.

16. Good understanding of the principles and practices of good project management.


	1. Knowledge of the demands of the CAA, Audit Commission, BPR and other performance targets on the work of Local Authorities.
2. PRINCE 2 foundation level qualification. 

	Experience/Achievements:


	

	17. Demonstrable expertise in overseeing and advising on issues which could potentially lead to the institution of legal proceedings.
18. Demonstrable experience of successful partnership working at a strategic level, leading to measurable improvements in outcomes.

19. Preparing successful funding applications.

20. Liaising with local media on both contentious and non-contentious issues.

21. Demonstrate experience in successful performance management.

22. Proven track record of working successfully with the business community over a sustained period to secure positive outcomes.


	3. Experience of presenting Committee Reports.
4. Experience in all fields of Environmental Health and Trading Standards.

5. Experience in the use of computer data systems.

	Qualifications/Professional Memberships:


	

	23. Relevant professional qualification to at least degree level in one of the professional disciplines within the Business Units areas of responsibilities.
24. Post-graduate qualification in at least one of the areas of the Division’s responsibilities.

25. A relevant management qualification (NVQ 4 or above).

26. Proven or demonstrable track record of project and caseload management.

27. Minimum of five years post qualification experience in a management capacity in a local authority setting.


	6. I.M. Diploma in Management/NVQ 5 Management.



Other requirements of the job   

a) Ability to carry out the physical requirements of the role (i.e. manual handling)

b) Ability to travel efficiently around the Bay in order to carry out duties

c) Ability to travel efficiently around South West in order to carry out duties

d) Ability to travel efficiently around UK in order to carry out duties

e) Ability to accommodate unsociable hours

f) Ability to accommodate shift patterns

g) Ability to accommodate on-call working

h) Ability to accommodate home-working (occasional).
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