
 
PERSON SPECIFICATION 

SELECTIVE LICENSING OFFICER (RESIDENTIAL REGULATION) 
 

  
ESSENTIAL 

 
DESIRABLE 

 
Education and     
Key Knowledge 
      
 

 
Good standard of secondary 
education (i.e. 5 GCSEs - grades A-
C or equivalent (to include English 
and Mathematics) and 2 A Levels – 
grades A-E, or equivalent). 
  
Up to date knowledge of best 
practice and legislation relevant to 
specific field. 
 
Committed to continuing personal 
development. 
 
Competent in the use of IT systems. 

 
Additional professional 
qualification in a related 
Environmental Health or 
Housing field. 
 
Certificate of competency 
under HHSRS and detailed 
working knowledge of relevant 
housing legislation.  
 
 

 
Relevant Skills and 
Experience 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Good verbal communication skills. 
 
Effective written communication 
skills. 
 
Able to work as part of a team and 
own initiative. 
 
Tact and diplomacy, having the 
ability to make difficult decisions 
whenever required. 
 
Capable of establishing a high 
degree of personal credibility with 
internal and external contacts at all 
levels and establishing good working 
relationships internally and 
externally. 
 
Demonstrate a customer focused 
and responsive approach that 
improves Service delivery. 
 
Ability to work collaboratively, 
building trust, mediating, conciliating, 
negotiating and delegating. 

 
 
 

 
Planning and 
Organising 
 
The ability to plan, 
prioritise and organise 
work activities, 
including ensuring the 
adequate allocation of 

 
Prioritises effectively. 
 
Plans ahead to meet deadlines. 
Promotes the use of information 
technology to enhance service 
accessibility and delivery. 
Anticipates potential difficulties in 
managing workload and identifies 

 
 



resources. 
 
 

solutions. 
 
Has the confidence to take decisions 
appropriate to own level of 
responsibility and authority. 
 
Identifies and evaluates risks, and 
balances these against anticipated 
benefits arising from a proposed 
course of action. 

 
Customer Focus 
 
The ability to work 
collaboratively, in 
teams and with 
partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 
 

 
Understands the diverse 
requirements of different 
customer/stakeholder groups and 
manages conflict of concern or need 
effectively between those groups. 
 
Takes ownership of customer issues 
and ensures that they are resolved. 
 
Uses feedback to identify and 
implement ways of improving 
customer service. 
 
Understands who the Service’s 
customers are, and their relevant 
requirements from own area of 
operations and its services. 
 
Considers customer feedback and 
anticipates future customer 
requirements. 
 
Contributes to establishing clear 
customer service and quality 
standards for the Service. 

 
 

 
Special Requirements 
 

 
Ability to attend meetings and 
incidents outside of normal working 
hours as the post demands. 
 
Willing to undertake training and 
development in other aspects of the 
Service.  

 

 
Equality 

 

 
Acceptance of and commitment to 
the principles underlying the 
Council’s Equal Opportunities Policy. 
 
Demonstrate a sound understanding 
of equal opportunities and diversity 
issues in relation to employment and 
Service delivery. 

 

 
 


