
 

 
Job description 

Licensing Officer  

Band 5 
 
Required to work flexibly across West Suffolk with main premises in Bury St Edmunds 

and Mildenhall. You may reasonably be required to work at any other of the Council’s 
premises as required in order to meet the needs of the service. 
 

At West Suffolk Council we positively encourage agile working, with work being an 
activity we do, not a place we go. Work styles are led by operational and organisational 

need and are jointly agreed between the manager and employee. 
 
Purpose of the job 

 
To deliver a high quality Licensing Service across West Suffolk which both protects the 

public by ensuring that the licensable trades are appropriately licensed and compliant 
whilst able to thrive and grow.  Licensable activities include hackney carriage and private 
hire vehicles, premises and persons in respect of the sale of alcohol, regulated 

entertainment and late night refreshment, premises under the Gambling Act 2005, street 
trading and vending, sex establishments, scrap metal, charity collections as well as any 

future licensing requirements. 
 
Key responsibilities and activities 

 
Regulatory compliance 

• To carry out duties in respect of the statutory licensing functions of the Council 
to ensure ongoing compliance of regulated activities. 

 

• To undertake risk-based interventions to ensure compliance.  This will include 
using appropriate regulatory and non-regulatory interventions including 

collecting records and data on compliance, carrying out inspections, 
investigating complaints about possible breaches, and taking appropriate 
informal and formal action in line with the West Suffolk Enforcement Policy. 

 
• To work innovatively with licensees to help them meet their obligations. 

 
• Work with colleagues across the council and external agencies to achieve 

licensing objectives. 

 
Administration 

• Undertake administrative work associated with all aspects of the licensing 
function. 

 
• Keep accurate and up to date records of all work using appropriate ICT 

systems. 

 
• Produce internal and external correspondence, reports, legal documents, 

briefings and other materials using appropriate communication methods and 
routes according to latest standards and guidance on licensing. 

 



 

 
 

• Prepare for and represent the Licensing Service at a range of internal and 

external events including Council Committees, hearings and other business or 
public events. 

 
• Consider and respond to formal consultations and applications including 

providing advice and recommending conditions for inclusion on a licence or 

planning permission.  
 

Technical  
• Provide support including advice, guidance and information to licensees, 

customers and other stakeholders on all aspects of licensing. 

 
• Maintain effective liaison with all key agencies including Responsible 

Authorities, DVLA, Home Office, Charity Commission, Gambling Commission 
and others as necessary in order to promote the licensing objectives. 

 

• Support licensees by signposting and, where appropriate working with others, 
assisting in the delivery of wider advice and support to help contribute to a 

thriving West Suffolk in line with the councils’ strategic objectives. 
 

General 
• Work flexibly both across West Suffolk and outside office hours as required. 

 

• Assist in ensuring that the Council meets its duties under all relevant 
legislation, including that relating to Data Protection, Freedom of Information 

and Human Rights. 
 

• Carry out all areas of your work with a high standard of customer care. 

 
• Work to organisational policies and procedures and achieve agreed work plans, 

targets and performance standards.  
 

• Participate in the development of quality based procedures or nationally 

recognised accreditations as required. 
 

• Keep abreast of all new developments with regard to licensing including new 
legislation and systems and to update Officers and Members of any new 
developments as may be appropriate.  
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