
 
 

JOB DESCRIPTION 
 
DIRECTORATE:  FAMILIES AND WELLBEING 
 
SERVICE:    PUBLIC HEALTH  
 
DIVISION:    PUBLIC PROTECTION 
 
 
POST DETAILS 
 
Job Title: Regulatory Compliance Officer - Investigations and 

Enforcement (Animal Licensing and Farm Animal Health) 
 
Grade:   GRADE (career grade 6, 7, 8) 
 
Location of Work:  Agile- Homeworking/Time Square offices/on site 
 
Directly Responsible To: TBC ENVIRONMENTAL PROTECTION MANAGER/ 

BUSINESS COMPLIANCE MANAGE/ INVESTIGATIONS 
AND ENFORCEMENT MANAGER 

 
Directly Responsible For: N/A 
 
Hours of Duty: 37 HOURS PER WEEK- WILL CONSIDER JOB SHARE 

OR REDUCED HOURS  
 
Primary Purpose and Scope of the Job: 
 
To effectively investigate complaints; to proactively ensure high levels of compliance 
and to respond to enforcement requests for assistance from other law enforcement 
services or regulators. To provide comprehensive assistance and advice to the 
business community in order to maintain and promote compliance. To take appropriate 
enforcement action in line with the Council’s enforcement policy up to and including 
court where non compliances are found. 
 
Officers will specialise in one or more of the following areas; Licensing of Activities 
involving animals, Dangerous Wild Animals Zoo Licensing, Farm Animal Health, 
Animal Disease Control and Animal Welfare. 
 
Officers will be capable of contributing to the work of the wider services. They will be 
intelligence–led. Officers will be creative in their use of legislation across the Team’s 
wider area of responsibility to tackle and resolve issues holistically. 
 
The detail of this job description describes the Grade 7 role. Grade 6 will receive 
training and be supervised when undertaking duties so as to develop the appropriate 
competencies to enable them to progress through the career grade to Grade 7.  
 



A Grade 7 role will similarly receive training and be supervised, albeit to lesser extent 
than a Grade 6 role, with the objective of developing appropriate competencies and 
independence to deal with more intensive and complex enforcement investigations 
requiring a broader range of skills and experience allowing progress to Grade 8. 
 
 
WORKING RELATIONSHIPS 
 
The post will be required to work with all colleagues within the service and other 
departments, elected members, designated responsible authorities, external partners 
and members of the public. 
 
KEY TASKS AND ACCOUNTABILITIES 
 
1. To provide comprehensive assistance and advice to traders / businesses on 

obtaining required licenses under relevant legislation and codes of practice. 
 

2. Contribute to business planning of the service and management of specific 
projects, surveys, inspection programmes and problem trader work to improve 
standards by supporting compliant businesses and tackling unlawful practices.  
 

3. To liaise with licence holders to promote the licensing regimes and the importance 
of high standards of compliance.  

 
4. To carry out a programme of routine compliance inspections/investigations 

assessments/record checks to ensure full compliance. Where necessary take 
enforcement action in line with the Council’s Enforcement Policy to ensure 
compliance is achieved and where appropriate take immediate enforcement 
action to maintain public confidence.  

 
5. The ability and willingness to attend premises including farms, kennels, breeding 

establishments etc. to undertake enforcement inspections and investigations 
which may be in an environment which may be physically demanding.  

 
6. To develop, update and test the emergency preparedness of the service to a major 

outbreak of a notifiable disease. 
 

7. To respond and investigate reports concerning the illegal importation of animals 
and unlicensed animal activities.  

 
8. Produce draft press releases to warn, educate and inform residents and traders. 

 
9. To use software systems to maintain accurate records relating to all aspects of 

compliance / enforcement work and to proactively use the systems as part of 
intelligence-led working to identify and review emerging trends and emerging 
issues.  

 
10. Conduct in depth investigations into alleged breaches of the law, or licence 

conditions including obtaining written witness statements, interviewing witnesses 



and defendants, evidence gathering, preparing legal files and where necessary 
give evidence in court in order to meet the Service’s legal enforcement role.  

 
11. Produce evidentially robust criminal prosecution reports. Be prepared to give 

evidence in Court or before the licensing tribunals. 
 

12. Operate flexibly as part of a team and assist in sharing knowledge to ensure an 
efficient, effective and constantly improving service.  

 
13. Encourage co-operative working by developing external relationships with 

Government Agencies, the business community and a wide range of partners to 
improve the effectiveness of the Service and representing the service at meetings. 

 
14. Be responsible for and continually develop an expertise in one or more licensing 

subject areas and to act as a resource for colleagues. 
 

15. To provide support to all licensing colleagues with respect to the determination of 
licences (depending on operational demands and priorities).  

 
16. To exchange complicated, sensitive and contentious information in a secure 

manner and to ensure the correct storage and governance of such information. 
 

17. To carry out duties with due regard to confidentiality and data protection 
regulations. 

 
18. The post holder must carry out the duties with full regard to the Council’s Corporate 

Plan, the Corporate Equality and Diversity Policy and Health and Safety Policy. 
 

19. Notwithstanding the detail in this job description, in accordance with the Council's 
Flexibility Policy, the jobholder will undertake such additional duties as may be 
determined by their Team Leader from time to time, up to a level reasonably 
commensurate with the level of this post. 

 
Career Progression 

 



 
Appointment /progression at each stage will be dependent upon: 
 

 Management assessment of the officer’s ability to satisfactorily perform the full 
range of duties applicable to that level. 

 

 Competency- which can be achieved through  
 

o Qualification, experience and training, in order to comply with the 
requirements of Animal Welfare (Licensing of Activities Involving Animals) 
Regulations 2018.  

 
o CTSI Animal Health & Welfare qualification, as required by new 

government legislation for professional working in animal health and 
welfare. 

 

 The relevance of an officer’s experience will be determined by the Manager with 
assistance from appropriate officers. 

 

 The needs of the Service. 
 

 
REVIEW ARRANGEMENTS 
 
The details contained in this Job Description reflect the content of the job at the date 
it was prepared.  However, it is inevitable that over time, the nature of the jobs may 
change.  Existing duties may no longer be required and other duties may be gained 
without changing the general nature of the post or the level of responsibility entailed.  

Grade Progression Criteria 

 

6 

The officer will assist colleagues and undertake some independent work. 
Supervision and guidance will be provided by colleagues. The post 
holder will possess the relevant skills and knowledge as required by the 
Competence Matrix. 

 

7 

The officer will have acquired considerable experience of investigating 
and dealing with a caseload of enforcement enquiries of varying 
complexity, including some complex cases. 
 
The officer will have continued to demonstrate consistent satisfactory 
performance in line with the skills and knowledge requirements of the 
Competence Matrix.  

 

8 

The officer will have acquired substantial enforcement experience, and 
substantial and wide ranging experience. Limited supervision of the officer 
would be required with involvement in mostly complex cases. Desirably 
there would be experience of mentoring and supervising staff. 

The officer will continue to demonstrate consistent satisfactory performance 
in line with the skills and knowledge requirements of the Competence 
Matrix. 



Consequently, the Council will expect to revise this Job Description from time to time 
and will consult with the post holder at the appropriate time. 
 
 
Date Job Description prepared/revised: 18/02/21 

 
Prepared/revised by: J. Mullally 

 
 


