
London Borough of Bexley

Job Reference: PCI0000220



Job Description


Management Grouping:  		Place


Department:                      		Planning & Regulatory Services


Team:                                  	 	Regulatory Services


Job title:                              		Environmental Health (EH) Technical Officer, Senior Environmental Health (EH) Technical Officer and Environmental Health Officer (Career Grade)


Grade:                                  		Bexley 10/12/14


Reports to:                          		Environmental Health Team Leader 


Career Grade Scheme
Introduction
The Career Grade Scheme within Regulatory Services and in particular Environmental Health is based on the following principles:
a) It is a career based scheme relating to job responsibility, experience, qualifications and personal performance.
b) The pay level of an individual within the career grade is persona and will depend on personal achievement and accordance with the council’s performance related pay scheme.
c) The necessary work at the appropriate level must be available.
d) The scheme is intended to assist the organization with the recruitment and retention of staff in the scarce skill area of Environmental Health. 
Pay Determination
The Career Grade scheme:
a) Comprises three grade enabling progression where the conditions of the career grade scheme and performance criteria are fully met; a brief description of the level of work required at each grade is specified in Appendix A; and
b) Identifies, for each grade, the precise qualifications, experience and competence expected of an individual at that grade which, together with the annual work programme, give a full definition of that individual’s responsibilities. 
Application of the Scheme
The scheme will operate within Planning and Regulatory Services. 
· The job description, experience, performance, and qualification criteria are listed at Appendices B, C, D and E. Progression between the grades will depend on the individual demonstrating full job competence at the required level, as defined and meeting the personal criteria specified in the appendices. 
· An individual’s contract of employment will specify the relevant grade. If an individual progresses to the next grade, a revised contract of employment will be issued. 
· Progression will be regularly assessed by the relevant Team Manager and considered by the Head of Planning and Regulatory services for approval. Review periods, and particular progression paths that are based on the individual’s pattern of further education (where underway) may be agreed in advance. 
· Progression between one grade and the next will be dependent on the individual’s ability to perform the job responsibilities as defined. This means meeting the personal criteria of qualification, experience and performance and the availability of the right level of work. Also, there being sufficient funds within the division’s devolved staffing budget. 
Training and Education

a) The division will provide practical work experience at the grade where operational circumstance (workload and availability of work) and an individual’s performance permit. 
b) Funding for courses of further education/training relevant to progression within the career scheme is not automatic but is dependent on individual performance and operational circumstances. 
c) The Division may provide financial assistance for training and/or further education conditional upon an individual meeting a proportion of the costs and/or taking annual leave to attend training. The approach will always attempt to balance the interests of the division (in maintaining motivation and developing key staff) with the interests of the individual (in achieving a qualification).
d) The council may require reimbursement for any costs or expenses it has incurred as a result of any training undertaken by the employee in the 2 years prior to the date of leaving the council’s employment. 


Appendix A - Job description

Environmental Health Technical Officer (Bexley 10)
· To take the lead in investigating, assessing and acting upon complaints relating to a specialist area for Environmental Health.
· To prepare cases for enforcement action and instigate legal proceedings. To provide technical evidence in court proceedings, tribunals and Public Inquiries. 
· To carry out inspections and enforcement work in within the specialist areas.
Senior Environmental Health Technical Officer (Bexley 12)
· To investigate, assess and act upon complex issues relating to Environmental Protection, Housing and Commercial issues and determine the most appropriate course of action. Including preparation of cases for enforcement action and instigation of legal proceedings. To provide technical evidence in court proceedings, tribunals and Public Inquiries.
· To take the lead in investigating, assessing and acting upon complaints relating to a specialist area for Environmental Health.
· To prepare cases for enforcement action and instigate legal proceedings. To provide technical evidence in court proceedings, tribunals and Public Inquiries. 
· To provide advice and training for EH Technical Officers and in some cases taking the lead for cases.
· To liaise effectively with members of the public, businesses, other departments and other agencies.
· The officer is expected to work on their own with minimal direct supervision and will support the team manager. 
· To support and participate in proactive initiatives to improve service standards and the quality of life for people living and working in Bexley.
Environmental Health Officer (Bexley 14)
· To protect and improve health by the discharge of the functions and duties in one of the specialist areas of activity within Environmental Health.
· To investigate, assess and act upon complex issues relating to Environmental Protection, Housing and Commercial issues and determine the most appropriate course of action. Including preparation of cases for enforcement action and instigation of legal proceedings. To provide technical evidence in court proceedings, tribunals and Public Inquiries.
· To carry out inspections and enforcement work in within the specialist areas. 
· To provide advice and training for EH Technical Officers and in some cases taking the lead for cases.
· To report directly to the Head of Section/Deputy Director, Council Members and Members of Parliament where required. 
· To liaise effectively with members of the public, businesses, other departments and other agencies.
· The officer is expected to work on their own with minimal direct supervision and will support the team manager. 
· To support and participate in proactive initiatives to improve service standards and the quality of life for people living and working in Bexley.
· To deputise for the Team Leader and make decisions on his/her behalf when required. 


Appendix B - Principle Accountabilities (All roles)
Implementation					         
· To effectively deliver services for complex environmental health complaints. 
· To effectively respond to the receipt of service requests regarding a range of environmental health matters by the carrying out of detailed inspections of premises, land, equipment and practices to establish activities are being carried out in compliance with legal requirements and any relevant Council policy.
· Carry out inspections of premises, at any reasonable time (including outside normal office hours) to ensure compliance with legal requirements.
· To produce concise and accurate communications in written, oral and electronic formats to other departments, partners, agencies, businesses and individuals.
· To analyse, evaluate and assess the results of investigations and take appropriate action including serving legal notices and instigating legal proceedings.
· Prepare evidence and attend Court, Public Inquiries, Tribunals and/or committee hearings as necessary.
· To arrange and supervise work in default of legal notices. 
· Advise the public, businesses, other agencies, authorities and departments on environmental health matters, providing a high level of customer care.
· To maintain appropriate scientific, technical and surveillance equipment in proper working order and be familiar with its operation and use.
Personal Effectiveness								
· To present timely and relevant advice and information to Members and to ensure that Team Leaders/Managers are briefed on major and sensitive issues.
· To be fully conversant with relevant statutory provisions and the Council’s constitution, processes and procedures; to develop the full range of managerial and professional skills and knowledge to satisfy the requirements of the post. 
· To establish and develop effective working relationships and productive partnerships with all the relevant partners, including those in e.g. Police and other regulatory agencies, housing providers, Independent and voluntary section.


Appendix C – Selection criteria and career progression criteria

	
Principal accountabilities

	EH Technical Officer

(Bexley 10)
	Senior EH Technical Officer


(Bexley 12)
	Environmental Health Officer


(Bexley 14)

	Education and Formal Training 

	
(a)   Recognised degree or equivalent in Environmental Health and Registration with the Environmental Health Officers Registration Board (EHORB) 

	

D
	

D

Officers studying for the degree in Environmental Health can be considered for this grade after two years working in Environmental Health and can demonstrate they meet the requirements listed below. 
	

E

Officers who are fully qualified EHOs would be considered for this grade but their starting salary would depend on the below.

	Relevant Technical Experience and Knowledge

	Relevant technical experience and knowledge relating to environmental health 
	D
	

E

Officers would be expected to have a minimum of three years’ working in Environmental Health as an RSO or equivalent that is relevant to the job and meet the requirements below
	D/E

	Knowledge of major legislative, social and economic issues relevant to the job.

	D
	E
	D/E

	Experience of using ICT packages e.g. Word, Excel and the council’s own complaint management system
 
	D
	E
	D/E




	Experience of organising own workload with minimal supervision

	D
	E
	D/E

	Proven ability to deal with complex and difficult cases. 
	D
	E

Officers would be expected to be able to deal with a range of cases, including work carried out by an EHO
	D/E

	Understanding of supporting legislation/best practice
	D
	E
	D/E

	Experience of managing own case load
	D
	E
	D/E

	Proven ability to communicate effectively both in writing and verbally. 
	D
	E
	D/E

	Experience of serving notices, drafting prosecution files and attending court
	D
	E
	D/E

	Ability to travel throughout the Borough.
	E
	E
	E




Appendix D - High Performance Indicators

	High Performance Indicators
	Level
	Description

	Change and Innovation
	C
	I actively seek new ideas and opportunities to challenge the status quo,
I generate solutions to improve performance
I help others to adapt to and implement change
I borrow good ideas from other organisations and adjust them to my customer or service area

	Communicating and Influencing
	C
	I use a range of influencing techniques, sometimes using more than one to work towards my goal
I prepare and present information anticipating questions and problems
I convey complex information to a varied audience
I emphasise risks / benefits 

	Achievement, Drive and Ownership
	C
	I continuously ask ‘how could I make this better?’ to ensure I adapt and make improvements
I actively seek opportunities to develop myself
I set myself stretching targets
I look ahead and identify potential problems and take actions to manage them

	Customer Orientation
	B
	I monitor customer feedback and level of satisfaction with the service they receive
I make myself available to customers, ensuring they know how to contact me
I take responsibility for correcting customer concerns promptly, without judging others
I offer ideas to enhance the development of customer centred services / solutions
I seek to build and maintain positive relationships with customers

	Partnership Building
	B
	I help ensure there is a common understanding of responsibilities / expectations
I recognise the right solution, regardless of who initiated it
I encourage contributions from others to help reach the best conclusion

	Leadership
	B
	I set a clear direction and maintain focus
I translate strategies into understandable objectives and action plans
I work with individuals to set clear performance objectives
I encourage and support team members to solve problems
I openly celebrate our achievements within our team and with others
I use coaching to help others critically and honestly assess their performance, to develop others and to encourage ownership
I provide timely feedback to others on performance and progress
I ensure development needs are met

	Political Awareness
	B
	I recognise organisational and group norms and customs
I apply my understanding of how things are done to deliver services and work effectively with others
I deal with Members queries appropriately
I reinforce political protocols with others,  where appropriate

	Breakthrough Thinking
	B
	I take a fresh look at situations to identify potential opportunities or issues
I conduct research to gain evidence prior to making a decision
I make decisions and clear recommendations based on a range of information
I probe to find the underlying cause of an issue
I look for gaps or inconsistencies in information, and investigate further to clarify the situation
I integrate risk and contingency into decisions and plans

	Using Technology
	B
	I use relevant technology to improve my own work productivity

	Professional Knowledge
	C
	I am able to perform all areas of my own professional specialism
I keep up to date on developments

	Understanding Regulatory Requirements
	C
	I keep abreast of internal requirements and external legislation changes as they relate to work / service, and assess the likely impact




