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About the role

Licensing Technician
Salary Band C £23,706 to £26,107
A generous annual leave allowance of 24 days
(plus an additional 5 days depending on having
Continuous Local Government Service).
Sevenoaks District Council’s Licensing Partnership
is pleased to announce an exciting opportunity
to work in a developing Central Processing Hub
Team, responsible for processing applications on
behalf of four Licensing Authorities and providing
administrative support
We are looking to appoint a full-time, permanent
Licensing Technician, knowledge of licensing is not
essential but highly beneficial.
The role
The main duties will include processing applications
for taxi licensing (drivers and vehicles), temporary
event notices, other routine licence applications,
answering phones and handling mail (mostly
electronic). Due to the various licensing regimes we
cover there is a lot to absorb, and Members of the
Licensing Hub Team are expected to process high
volumes of work, hit internal performance targets and
deliver a high standard of accuracy when using our
Licensing database (Idox Uniform), whilst balancing
an equally high volume of telephone queries where
concise, informative advice is given.
The successful candidate should have the ability to
learn and retain information quickly, be an excellent
communicator and someone willing to bring fresh
ideas and help drive the success of the Partnership.
This position may suit an applicant who has
experience working within an environment similar
to a busy call centre or other Local Government
Partnership.
Interested in the role and want to know more?
For an informal discussion about this post, please
contact Michael Moss, Licensing Partnership
Manager at michael.moss@sevenoaks.gov.uk (who
will be happy to discuss the role once contact details
are supplied).
Need advice on how to ensure you have the best chance
of being shortlisted?
Read the Job Description and Personal Specification
attached to the role and ensure that your supporting
statement explains how you meet the essential
requirements as your application will be judged
against these criteria.

How to get to us
Sevenoaks is only half an hour from central London by
train. You will be based at the Council Offices, Argyle
Road, Sevenoaks, Kent TN13 1HG.
A free staff car park is available on site
How to apply
To apply online please visit our website
www.sevenoaks.gov.uk/jobs
Closing date: Friday 12 February 2021
Interview date: week commencing 22 February 2021

About the role
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About the Council

Sevenoaks District Council is a unique place to
work. It’s a place where positive and passionate
people deliver some of the very best services in local
government. We are honoured to be recognised as
one of the most efficient, well managed councils in the
country, an achievement we work hard to maintain.
There are very few councils that still collect all the
rubbish and recycling every week using their own
team of people. We are exceptionally proud that the
people who work here care deeply about what they
do, that they are creative, embrace risk and work hard
to deliver exceptional services to our customers and
to improve the Sevenoaks District. It’s our team of
people that makes Sevenoaks District Council unique.
We’ve worked hard to develop a no ‘blame culture’
among the people that work here. It’s a place where
staff take responsibility for the work they do and are
empowered to take the decisions that help them to
do their job effectively. We encourage new ideas and
innovation and provide people with the support and
training they need to become the very best at what
they do.
Our mantra of ‘the customer is anyone who isn’t
me’ helps to grow strong and positive working
relationships across our council services, and ensures
our residents, businesses and partners receive the
very highest quality of service each time they contact
us.
Recruiting the right people to our team is incredibly
important to us and instrumental to our success.
We value personal qualities as much as we do the
skills and knowledge to do the job. We want people
who can embrace our culture, that have ambition
and determination and have the ability to shape our
future

Our vision
We’re committed to delivering excellent services. This
means we are ambitious for our staff, our customers
and our Council. Together we work to shape the
District for future generations to make it a great place
to live, work and enjoy.

Our mission
To work smarter with an empowering culture, a focus
on wellbeing and a dynamic and innovative approach.
The Sevenoaks District provides a great range of
housing options whether you are looking to rent or
buy.

Many of our staff live outside of the District. With
excellent links by road and rail it makes Sevenoaks
District Council an employer that is accessible from
most parts of Kent and further afield.
The Council is fortunate to have its own car park
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rarely, is free to all staff to use.
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Our values

S

Strong sense of pride in our district

E

Enthusiastic and committed

V

Valuing others, valuing each other

E

Empowered to achieve

N

No blame culture

O

Open to new ideas; dedicated to developing talent

A

Ambitious with our community

K

Keep learning; keep improving

S

Sharing services; working closely with others

www.sevenoaks.gov.uk
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Annual Leave
You will be given 24 days annual leave plus any Bank
Holidays. An extra five days leave is accrued after five
years Continuous Local Government Service as at 1
April. Bank Holidays are pro rata (for part time staff)
based on the amount of hours you work. You will be
eligible to buy additional leave or have an increased
salary by selling annual leave.

Pension
We are part of the Local Government Pension
Scheme (LGPS). There is a 50/50 section which
enables a member to pay half rate contributions for
half the benefits. The LGPS is a contributory scheme
that requires contributions from both employer
and employee. The rate Sevenoaks as the employer
currently pays is 18.7%. Your contribution rate of
6.5% would be based on your salary

Health and wellbeing benefits
Free and confidential employee assistance programme
Confidential and expert advice in many areas,
including family, legal, financial and consumer issues.
Regular onsite health check appointments available
We regularly offer mini health checks with our onsite
Occupational Health Advisor, who offer checks on
blood pressure, ‘Know your numbers’, body mass
index, weight, risk of diabetes, stress management
tips and ‘Take a Walk’ tips.
We also offer onsite free flu vaccinations and
discounted osteopathy treatments.
Eye care
We offer eye care vouchers on request every two
years to staff who use computers for a significant part
of their work.

Financial benefits
Free staff car parking
Onsite staff car park, free of charge to everyone.
Cycle to work scheme
You can get a new bike for a significantly reduced cost
by saving on tax and National Insurance (and paying
for it monthly through your salary).

Staff Benefits
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Staff Benefits

Season ticket loan
We offer season ticket loans up to a maximum of
£5,000, repayable over 12 months.
Car loan
You can apply for a loan up to a maximum of £10,000
to purchase a car, repayable over a maximum of five
years at a low rate of interest.

£

Professional fees
Staff in roles where ongoing membership of
a recognised professional body, (where this
membership is gained through a qualification), is an
essential requirement in the person specification for
their job can claim the cost of one membership fee
per year.

Recognition, Learning and Development
We believe all our employees have the potential to grow,
both in their work role and personally, and endeavour to
provide opportunities for this growth. We work within
recognised good practice guidelines, including Investors in
People, to ensure both the quality and quantity of training
and development is relevant and “fit for purpose”.
The Talent in Me (TiM)
TiM is open to everyone and there are more than 60
courses available to choose from. Courses are ‘bitesized’. Each one takes one to two hours to complete
and are delivered by our own in-house service experts
or external providers.
E Learning
We offer e-learning courses that enable you to train
at your desktop, working at your own pace wherever
and whenever you want.
Coaching
We offer a tailored coaching programme with a
number of professionally trained internal volunteer
coaches, designed specifically to support staff
performance and development and our culture, with a
focus on specific skills and goals.
Apprenticeships
Any member of staff can apply to undertake an
apprenticeship. There are now over 200 new
apprenticeship standards with more in development.

Family friendly polices
Maternity leave
Staff who have worked for us for more than 12
months, receive enhanced maternity pay of the first
six weeks paid at 90% of the weekly salary, followed
by 12 weeks paid at 50% of the weekly salary,
followed by 21 weeks at a statutory rate.
Paid paternity leave
Employees who have worked for us for more than 12
months receive enhanced paternity pay of two weeks
at 90% of the weekly salary.
Flexible working
We are proud to offer a range of flexible working
arrangements to all of our staff. We are happy to
consider reduced hours, job shares, home working
and more, ensuring the needs of the organisation
continue to be met.

Other staff benefits
We participate in the Kaarp Benefits Scheme,
a voluntary benefit scheme for local authority
employees. The Benefits change regularly but include:
Activities - discounted theme park entry and/or hotel
rooms.
Finance - special deals, insurance and personal
finance.
Health - money off many sports and fitness centres
and golf courses.
Motoring - discount car club, reduced breakdown
cover, car servicing/MOTs and money off driving
lessons.
Shopping - many deals and offers
Travel - A travel club, discounts on holiday insurance,
hotels and airport parking.
Local discounts – these include many offers and
discounts for restaurants, hotel rooms, hairdressers,
dry cleaners and more.

Staff Benefits
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The structure
of the Team

Head of Licensing
Partnership

2 Senior Licensing Officers

Licensing Partnership
Manager

2 Senior Licensing
Technicians

4 Licensing Technicians

Licensing Assistant

Title of post: Licensing Technician
Section: Licensing
Band: C
Reports to: Licensing Partnership Manager
Purpose of post: Working as part of a Central
Hub Team, provide technical advice and support
in processing the activities and functions of the
Licensing Partnership.

Key activities
Process applications for the grant or renewal of
licences and amendments to licences, registrations
and permits that fall within the remit of the Licensing
Partnership using the central database software
(Uniform).
Provide technical advice on all licensing regimes
including legislation and policies, and to provide
assistance and advice to members of the public,
elected Members and other departments
making enquiries about Licensing Partnership
responsibilities as appropriate.
Attend to customers visiting reception and assess/
advise on application requirements/receive
applications.
Carry out credit control on annual fees and
renewal fees as directed, and take the necessary
action of licence suspension (including sending
correspondence and updating the database).
Provide an administrative, systems and IT Service to
the Licensing Partnership, including the following:
Validate applications as directed and trained.
Maintaining and updating manual and computerised
records.
Transfer manual and computerised records from the
partners to the Licensing Partnership.
Inputting and retrieval of routine computer data by
following scripted procedures used throughout the
administration team.
Updating procedures as required.
Quality assurance checks of databases/service
requests.
Ordering/maintaining specialist literature e.g.
advisory leaflets and equipment.
General office duties including photocopying,
scanning and accurate electronic filing.
Processing of all post and emails, responding and
answering enquiries with advice on legislative
requirements.

Job description

11

10

Job description

Receipt and allocation of licence applications.
Filing, word processing, scanning and indexing,
routine errands including depositing of cheques at
banks etc.
Arranging mail shots, customer satisfaction
questionnaires etc.
Updating and maintenance of information systems,
databases and public registers.
Carry out administrative duties such as raising orders
for goods and services and requests for payment etc.
Assisting with implementing and testing online forms
Attending meetings and taking minutes.
Participate in any relevant training for the duties
of this post and to achieve the key objectives of the
Council and the Licensing Partnership.
To participate in any relevant training for the duties
of this post and to achieve the key objectives of the
Council.
To participate fully in the Council’s staff appraisal
scheme.
To comply with standard employee health and safety
at work responsibilities.
To comply with the Council’s Equal Opportunities
policy.
To comply with the Council’s Safeguarding policy.
To embrace the values and behaviours of the Council.
To carry out any other related duties as may
be directed from time-to-time by the Licensing
Partnership Manager.

Location
Council Offices, Argyle Road, Sevenoaks,
Kent TN13 1HG. With travel to other sites, including
property/home visits.

Approach
Essential
Ability to work effectively within a team of
professional officers with a willingness to offer a
flexible approach where necessary and provide
adequate cover in the office at all times.
Ability to prioritise and organise own workload
with minimal supervision to meet deadlines set by
legislation, corporate standards and those of the
Licensing Partnership.
Ability to communicate verbally and in writing in
a professional manner with the public, elected
Members and representatives of external agencies.

Ability to deal effectively with emotive situations.
Self-motivating, hardworking and capable of using
initiative in problem solving.
Punctual.
Accuracy in data entry and record keeping.
Respect for confidentiality and the ability to handle
matters with discretion.
Ability to respond at short notice to non-routine
matters.

Knowledge, skills and experience
Essential
Previous working knowledge of licensing functions.
Knowledge of licensing regimes including legislation
and policies.
Previous administration experience.
Computer literate with working knowledge of MS
Office applications.
Excellent communication skills, both oral and written.
Ability to maintain accurate notes and records.
Good organisational and time management skills.
Ability to follow written procedures.
Desirable
Good working knowledge of the Uniform software
package (or similar licensing package).
Working knowledge of management and financial
reporting.
IT skills linked to the design and use of databases.
Previous experience within a Local Authority
environment.

Qualifications
Essential
GCSE English and Maths (grade C or above) or
equivalent qualification.

Other
Willingness to undertake any relevant training in
support of the team.

Job description
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