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Job Description
Environmental Health Officer

	Department
	Governance and Regulatory Services

	Reports to
	Environmental Protection Manager

	Hours of Work
	37 per week, Flexi Policy applies

	Grade
	I 


Job Purpose:  To form part of a team undertaking the Council’s functions in relation to housing and health 
  related activity.
Main Duties and Responsibilities
· To execute a personal caseload related to the professional work of the Service to ensure a high level of customer satisfaction and compliance with Service standards, policies and procedures

· To be responsible for carrying out visits and inspections, taking enforcement action including preparing and issuing formal notices, permits, licences, certificates, registrations, statutory letters and documents, and, gathering and presenting evidence in court, tribunals and public inquiries

· To be responsible for monitoring and updating information systems and producing reports and statistical information as required.

· To assist in the management of all employee related matters within the team to ensure adherence to Council policies and practices.

· To liaise with others internally and externally, provide professional advice, support and report to senior management and attend meetings as necessary.

· To be responsible for the development, implementation and review of special projects and assigned tasks to include promotional, advisory, innovative and educational activities.

· To undertake out of hour’s work as and when required.

· To maintain an up to date professional knowledge of appropriate legal, technical and social issues to ensure the delivery of an effective quality service.

· Such other responsibilities allocated which are appropriate to the grade of the post.
· To deliver the service within the Council’s values and behaviours and its performance management framework.
· To actively assist in the identification and introduction of new systems and techniques to improve the way the council works and to generate efficiencies.

· To be involved, as appropriate in the event of emergency situations occurring within the Borough.

· Undertake any other duties as might reasonable be requested within the experience and qualifications of the post-holder, to ensure the most effective and efficient use of staff to meet corporate and service objectives. This may include project team and other cross unit working, involving the assignment of the post holder outside of their principle area of work, where suitably qualified and experienced, subject to agreement between the manager and the post holder.
Health and Safety

· To acquaint themselves with the Council’s Health and Safety Policy and to ensure that it is practiced at all times.
· To ensure any equipment, device or clothing provided by the Council intended to safeguard employees against risk of injury or ill health is kept in such a manner as to ensure its effectiveness.
· To report all accidents, dangerous occurrences and near misses to the person who is immediately senior to them or to the person to whom they normally report. 
· To co-operate with the Council in meeting its statutory obligations with regard to Health and Safety at Work Legislation.   
	Person Specification

	Department
	Governance and Regulatory Services

	Reports to
	Environmental Protection Manager

	Hours of Work
	37 hours per week, Flexi policy applies

	Grade
	I 

	ALLERDALE VALUE AND BEHAVIOURS

	Value
	The Behaviours that uphold our values

	Professionalism
	Acts appropriately: will be respectful of colleagues and customers

Continually learning and seeking to improve: expands professional knowledge and learns from mistakes

Honesty: will apply honesty and tell people what we can do and what we can’t do

Positively: by creating a positive environment and acting as an ambassador of the Council

Calmly: will remain calm and treat colleagues with respect even when under pressure

Resilient: is resilient to change and accepts constructive disruption

	Takes Responsibility
	Realistic: understands priorities and impacts on other teams

Keeps promises: delivers what you say you’re going to deliver, takes ownership

Preparation: is ‘ready’ for all aspects of work, does the necessary groundwork and research required whilst demonstrating care and attention to getting things right the first time

Reliable & Responsive: delivers what is needed, when it is needed

Commitment: exceeds expectations

	Solutions Orientated
	Think Big: be innovative and identify new opportunities

Creative: finds smart ways to make positive change

Commercial insight: applies commercial solutions ensuring best value for money at all times

Continually improve:  looks at new ways of working and having processes and systems to create a council for the future.

Challenges: the status quo

Meeting the needs: as quickly and as simply as possible whilst avoiding over-complexity

	Team Player
	Support: will ask for, and offer, support when needed

Share Information: will share information and inform people who need to know

Collaborative: we achieve more when we work together

Feedback: will give and receive useful feedback whilst accepting criticism and not taking it personally

Trust: will trust others to do their jobs well

	Customer Focus and Insight
	Insight: will use customer insight to inform our understanding of customer needs

Focus: will ensure the customer remains at the heart of our business

Right First Time: will ensure a consistent and positive customer experience, getting it right first time, irrespective of the choice of contact channel

Energetic: will have an energetic approach to all tasks, no matter how serious or complicated a task may be

Necessary Contact: will contact where necessary by using appropriate means and we will avoid unnecessary contact

	(Managers)

Leading People


	Credible: leads by example, is a role model, supportive and lives by Council values

Effective Communicator: listens to team, provides clear direction and is supportive

Inspiring: motivates and encourages team to do well and drives positive change

Empowering: empowers team to reach their full potential

Achiever: focuses on results – addresses poor performance but also rewards good performance

	(Managers)

Member Engagement & Management
	Member Role : understands the different roles and processes i.e. Executive, Wards, Committees

Relationships: builds and manages member relationships

Policy : understands the link between policy and service delivery

Political Landscape: is aware of the political environment, is savvy, anticipates and challenges

	ROLE REQUIREMENT
	Essential Desirable Criteria

	Education
	

	A recognised BSc, MSc or Diploma in Environmental Health or, actively working towards such a qualification
	E

	Certificate of Registration with the Environmental Health Officers Registration Board or equivalent where such a qualification has been awarded
	E

	Personal Competencies/Attitude
	

	Ability to meet the travel requirements of the post
	E

	The ability to work outside of normal working hours to meet the needs of the service
	E

	Commitment to Equal opportunities
	D

	People Management – Establish direction, influence others towards shared goals and empower, inspire and motivate individuals.
	D

	Team working – be able to work effectively within a busy team environment, be helpful and co-operative with others
	E

	Flexibility – an ability to work effectively despite changes in colleagues, settings and environment as well as changing working hours and working weekends
	D

	Decision making – A willingness to take action and to make decisions in line with support plans, policies and procedures, being resourceful in the face of challenges
	D

	Pace – Works at a fast pace, copes well with higher levels of workload.
	E

	Democratic – Seeks and considers the views of others in setting and deciding plans, activities and progress.
	E

	Listening - Listens to others to assess requirements in order to respond appropriately and efficiently.
	E

	Experience
	

	Post qualification experience of environmental health work
	E

	Skills/Knowledge
	

	Current Driving Licence
	E

	Good overall knowledge of environmental health procedures and legislation
	E

	Ability to assimilate information
	E


	Allerdale Borough Council – Work Place Benefits Statement



	Policy/Benefit


	Benefit Detail

	Adoption Leave
	An employee is entitled to up to 26 weeks' Ordinary Adoption Leave (OAL) followed immediately by up to 26 weeks' Additional Adoption Leave (AAL). The employee's maximum entitlement is therefore to take up to 52 weeks' adoption leave. 

	Annual Leave
	25 days annual leave (pro rata) for new starters; after 2 complete years 28 days (pro rata) and after 5 years’ service 31 days (pro rata)

	Annual Review
	All salaries reviewed on an annual basis under the National Agreement on Pay and Conditions of Service for Local Government – effect annually on the 1st April.

	Annual Increments
	All employees on a salary scale B to P will receive an annual increment on 1 April* until the top of the grade is reached
*If appointment is made between October and March then increment will be 6 months after appointment

	Bereavement and Compassionate Leave
	Compassionate Leave may be given to employees where appropriate, and will normally be up to 10 paid working days.

	Car Allowances
	Lump sum payable for eligible employees, £103.25 per month plus mileage payment for all car users at 45 ppm.

	Car Hire Scheme
	This benefit allows you to rent a fully maintained car via monthly salary deductions over 24, 30 or 36 months and make savings on Tax and National Insurance

	Car Parking
	Free car parking for all staff.

	Carry-over of Annual Leave
	In exceptional circumstances, approved by your Manager employees may carry over 5 days leave (pro rata) to be taken by the end of June.

	Childcare vouchers
	Child care Tax Free Scheme. https://www.childcarechoices.gov.uk/

	Counselling Service
	6 free counselling sessions with qualified independent therapist

	Cycle to Work 
	You can hire a bike (and related safety equipment) up to the value of £1,000 from the Council via monthly salary deductions.

The Council buys the bike and equipment upfront and you hire it over 12 months.

At the end of the hire period you may purchase the bike and equipment for a fair market price or return it.

	Elections
	Opportunity to work on elections with additional pay.

	Employee Volunteering Policy
	2 paid volunteer days per year

	Extra Days Leave
	Currently set as Christmas.

	Eye Test and Spectacles Assistance
	Free full eye test (£25) for all employees classed as DSE use and or driver with up to £45 spectacle or contact lens contribution where eligible.

	Flexible Retirement
	Employees aged 55+ can apply, must reduce hours or grade. SMT approval needed.

	Flexible Working Policy
	All employees can request a change to hours or working pattern

	Flexi time
	No set start or finish times (for certain roles), however service needs come first.  An excellent benefit that allows our employees to have a good work/life balance.  Additional flexi leave days can be accrued through the flexi working arrangement up to a maximum of 13 days per year

	Holiday Purchase Scheme
	Option to purchase up to 5 days (pro rata for part-time staff) additional annual leave which can be purchased at 2 points in each year, subject to Managers approval.

	Maternity Leave
	An employee is entitled to up to 26 weeks' Ordinary Maternity Leave (OML) followed immediately by up to 26 weeks' Additional Maternity Leave (AAL). The employee's maximum entitlement is therefore to take up to 52 weeks' maternity leave. 

	Occupational Health Service
	The Councils current contract for Occupational Health Services is with Fit4Work. Services provided are new employee medical health screening, fit for work assessments and ill health retirement assessments. The majority of appointments are conducted face to face but telephone consultations are available on request.

	Pension Scheme
	All of our employees are automatically entered into our pension scheme which is administered by Your Pension Service (YPS). The amount that you contribute each month will depend on your salary. www.yourpensionservice.org.uk 

	Relocation Assistance Policy
	Those staff on a Grade L or above may receive relocation assistance up to the sum of £10,000.

	Secondments
	Up to 1 years’ secondment possible to another department with Managers approval. 

	Sickness Scheme
	Rising scale of full and half sick pay linked to length of service.

During  1st year of service  

1 month’s full pay

After completing 4 months’ service:   2 months half pay
During  2nd year of service

2 months full pay and 2 months half pay

During  3rd year of service

4 months full pay and 4 months half pay

During  4th and 5th year of service
5 months full pay and 5 months half pay

After  5 years of service

6 months full pay and 6 months half pay

	Time of for Medical appointments
	Employees will be entitled to attend their own hospital appointments during normal working time. Appointment cards must be produced to Managers. Travel time will be included when attending employees own hospital appointments. 

	Time of for Public Duties
	The Council will support employees who wish to undertake public duties, by granting paid time off work, with approval from the Manager. This will not normally exceed 2 weeks (pro rata)

	Union Deductions
	Union subscription payable direct from salary
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