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JOB DESCRIPTION & PERSON SPECIFICATION
	JOB TITLE	
	                             LICENSING SOLICITOR

	ACCOUNTABLE TO                                          
	                            HEAD OF DEPARTMENT


JOB SUMMARY & PURPOSE
As a part of our expansion we are seeking a  Newly Qualified Licensing Solicitor, you will play an essential role in advising clients on a wide range of licensing matters.
To comply with requirements as to training.
To maintain sufficient and accurate records of all client affairs including instructions received and advice given.
To report any expression of concern by a client or any matter that may give rise to a claim so that appropriate support may be provided.
Observe all professional duties.
MAIN DUTIES AND RESPONSIBILITIES
· Licensing advice – providing clear, practical legal advice to clients in the hospitality, entertainment, retail and leisure sectors, among others, on licensing law matters. 
· Application process – assisting and preparing licensing applications, including premises licenses, personal licenses and event licenses. This includes liaising with Licensing Authorities and other Responsible Authorities and attending hearings
· Taking instructions from client and advising them on the compliance of the Licensing Act 2003 and other relevant legislation
· Licensing disputes – representing clients in licensing disputes, including reviews, enforcement actions and appeals before licensing committees and courts.
· Drafting consent form for Designated Premises Supervisor (DPS)
· Drafting notices advertising the application for display at the premises in correct statutory form and publication to an appropriate newspaper local to the premises
· Ensuring display of notice(s) at relevant premises
· Checking the licence once granted and correcting any errors
· Assisting with marketing and business development efforts.
· Communicating clearly and regularly with clients, complying with 'client care' requirements
· Keeping up to date with general legal developments, particularly relating to own specialist field(s)
1. To ensure, where any part of the work within the Department is franchised, that LAA requirements are met

REQUIRED KNOWLEDGE, SKILLS, EXPERIENCE & ATTRIBUTES
· Necessary knowledge, skills, experience and attributes to fulfil the main duties and responsibilities as outlined above.
· Newly qualified to 1 year PQE preferably with exposure to licensing law during training.
· Self motivated and eager to develop a career in licensing law.
· Strong attention to detail and focus on client service.
· Good Communication skills.
· Good Organisational skills.
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