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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Team Leader (Food and Health & Safety)

	GRADE:
	MG7

	POST NUMBER:
	3015A

	RESPONSIBLE TO

	Safety and Wellbeing Manager

	JOB SUMMARY:

	To work as a senior professional officer with managerial responsibility for a team covering food safety, health & safety, infectious disease, public health licensing, smoke-free related provisions and health promotion/public health activity. 

To take a lead responsibility for food safety

To support other Team Leaders and specialists working across the Service. 

	ROLE REQUIREMENTS:
	

	1.
	To participate and lead as appropriate on assigned corporate projects and through the role specific duties outlined below help the Community Safety and Wellbeing Service and Council achieve its wider community ambitions. 



	2.
	To take management responsibility for a specified part of the Community Safety and Wellbeing Service. To direct the work of the teams and officers as assigned. 



	3.
	To ensure the operational delivery of an excellent and coordinated range of services to residents, businesses and visitors to the Borough relevant to the specified part of the Community Safety and Wellbeing Service. 



	4.
	To actively support the Council’s key partners relevant to Community Safety and Wellbeing Service and wider Council strategic goals.



	5.
	To maximise business development opportunities.



	6.
	To deliver constant improvements across the range of services through innovation, applying best practice and promoting customer care improvements.



	7.
	To deputise for the Safety and Wellbeing Manager as necessary and relevant to the role specific duties outlined below. 



	8.
	To prepare reports for and attend Cabinet meetings, Policy    Advisory Committees or Sub-committees, Scrutiny meetings  or any task group, working group and all other meetings as    directed and relevant to the role specific duties outlined below. 



	9.
	To investigate, reply to and report on complaints received as relevant to the role specific duties outlined below and to liaise regularly with the Safety and Wellbeing Manager and other staff on complaints. 



	10.
	To respond quickly and effectively to Members’ and media enquiries. 



	11.
	To participate in the preparation and review of the Safety and Wellbeing Annual Service Plan, ensuring that it is consistent with the Council’s business plan and corporate objectives, audit reports and any other service reviews.



	12.
	To support the delivery of wider Safety and Wellbeing services providing resources and assistance to other Team Leaders as appropriate. 



	
	Role Specific Duties – Food and Health & Safety



	13.
	To provide leadership and manage the day to day work of officers involved in the enforcement of food safety, health & safety, infectious disease, and public health licensing, smoke-free provisions and health promotion /public health activity. 

In particular to : 

· give guidance and direct to staff to ensure that the teams annual plans and strategic objectives are met

· coordinate the inspection / specialist duties of other officers 

· monitor performance and to be responsible for the reporting of performance indicators internally and externally

· carry out regular performance development reviews with officers to discuss performance and personal development issues 

· provide advice and guidance to officers, senior management, members, MP, etc. with regard to food safety and health & safety enforcement

· develop and maintain an expertise in the regulatory activities enforced within the team and coordinate training and development for officers

· provide specialist food safety and health & safety support to the service, other services, and the council.



	14.
	To lead the production of annual plans and objectives for assigned areas of the service ensuring those areas performance targets and financial targets are met. To collate responses to government consultations and take the lead in new policy and systems design.



	15.
	To ensure delivery of operational activities for assigned areas of work or teams within the service. To ensure that they are appropriately resourced including the recruitment, direction, management, training and development of the individuals within the relevant teams.



	16.
	To take a policy lead for food safety and other areas as relevant to your team or service.  In particular:

· to prepare policy, procedures and operational notes as necessary to ensure the Council meets its responsibilities in the area of food safety, health & safety, infectious disease, & public health licensing, smoke-free provisions and health promotion.  

· to prepare reports as necessary including the preparation of the annual inspection programmes

· to present reports to Management Team and relevant Council committees 

· to attend meetings and represent the Council as appropriate as relevant to Team Leader responsibilities.


	17.
	To undertake inspections, investigate and deal with requests for service as necessary. In particular to: 
- undertake specialist and high-risk food safety inspections including appeals following inspections by other officers
- undertake specialist and complex health & safety inspections and investigations including accident notifications

- undertake specialist and complex public health inspections and investigations including infectious disease notifications and skin piercing registrations.

	18.
	To carry out regular appraisals to discuss performance and personal development.

	
	To undertake enforcement duties as necessary including interviewing under caution, preparation of prosecution evidence, giving evidence in court, giving statements, obtaining statements from witnesses and preparing prosecution files, in connection with the fulfilment of the above duties.



	19.
	To undertake administrative duties as necessary in connection with the fulfilment of the above duties.



	20.
	To liaise with other services as necessary in connection with the fulfillment of the above duties.



	21.
	To undertake out-of-hours work as required.

	22.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	23.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	24.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	25.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	26.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	27.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	28.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 
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PERSON SPECIFICATION
	JOB TITLE:
	Team Leader (Food and Health & Safety)

	POST NUMBER:
	3015C


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Honours degree/diploma in Environmental Health (or equivalent)
Certificate of Registration with the Environmental Health Registration Board EHRB (or EHORB) or equivalent

	Further qualifications in Food and / or Health and Safety and /or animal licensing

Chartered (Status) membership of the CIEH
Management qualification 

	EXPERIENCE
	Significant post qualification work experience in food safety and health & safety

Experience of managing / supervising staff
Experience undertaking enforcement action and appearing in court

Experience of appraising and advising on third party technical reports
Experience of dealing with the public 
Experience of partnership working with multiple agencies

Experience in dealing with legal and administrative procedures
Experience in writing detailed reports, developing policy and producing procedural documents or equivalent
Experience of dealing sympathetically, positively and fairly with customers or clients and experience of dealing with difficult customers and situations
Experience of handling complaints, FOI & EIR enquiries
	Experience relevant to the processing of approvals from application through to issuing approval
Experience relevant to health and wellbeing projects as relevant to environmental health


	SKILLS & KNOWLEDGE
	Good verbal and written communication skills to communicate effectively at all levels 

Innovative and willing to learn new skills and deal with change positively 

Commitment to team working

Strong IT skills including internet, Word, Excel, PowerPoint and database experience

Ability to obtain and analyse relevant evidence and make reasoned decisions

Displays sensitivity, tact and diplomacy in all situations

Accurate in obtaining and presenting data

Ability to plan ahead
	Skills & knowledge relevant to food and health & safety and other related provisions

· Skilled at using environmental health databases

	OTHER REQUIREMENTS
	Able and prepared to work outside normal office hours
	· 

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

Full driving licence

Able as required to work outside normal office hours, including evenings and weekends





	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






