
Port of London Authority 
 

Job Description 
 

1. 
 

JOB DETAILS 
 
Job Title : Deputy 
Licensing/Administration Officer  
 
Grade :  8 

 

DEPARTMENT 
 
Reports To : Licensing Manager 
 
 
Date :    May 2018 

 

 

2 JOB PURPOSE 
 
To undertake the processing of applications under Sections 66 and 73 of the Port of 
London Act 1968 (as amended) and other related PLA consents. 
 
To ensure that the PLA’s approach to consulting on RWL applications, both internally 
and externally, is undertaken appropriately so that the PLA is able to determine 
applications within Statutory timescales and in accordance with the Corporate KPI. 
 
To respond to detailed enquiries on licensing, land ownership and other related 
matters from both external and internal sources. 
 
To work with the Licensing Officer and Deputy Licensing Officers in the development of 
relevant processes and associated managements systems, ensuring they are well 
managed, fit for purpose and continually developed in line with statutory changes and 
best practice. 
 
To undertake necessary administrative duties for the Planning and Environment 
Department. 

 

 

3 JOB DIMENSIONS 
 
Financial 
1. Staff Establishment 
2. Expenditure 
3. Paybill Costs 
4. Budgeted Revenue 
5. Investment 
 
Staff Responsibilities 
1. Direct 
2. Indirect 

 

 

4 ORGANISATION CHART  ATTACHED 

 



5 KNOWLEDGE, SKILLS AND EXPERIENCE 
 
Educated to degree level.  Relevant experience in statutory processes and Qube (or 
other comparable database) are desirable. 
 
A thorough knowledge and understanding of the PLA’s organisation, responsibilities 
and policies, other relevant legislation and the requirements of other statutory 
organisations.  
 
A detailed knowledge of the PLA’s River Works Licensing and associated powers and 
functions under the Port of London Act 1968 (as amended) and of the systems, 
archives and records which support it. 
 
Ability to present the PLA’s position effectively on licensing and associated matters to 
a wide range of stakeholders. 
 
Flexible and self-motivated., with the drive to work with minimal supervision if 
necessary to ensure the efficient and effective running of the Department. 
 
Ability to motivate internal and external consultees and others to respond within a 
prescribed timetable and influences consultees to provide a higher value response 
when necessary. 
 
Excellent interpersonal skills commensurate with the need to deal effectively with the 
members of the public, statutory and commercial organisations and PLA staff at all 
levels in correspondence, by telephone and in person. 
 
Good knowledge of the PLA’s financial system for budget management, ordering, 
invoicing and the payment of accounts. 
 

6 KEY ACCOUNTABILITIES 
 
Assist in the management of the RWL process to enable applications to be determined 
within the statutory timescale and in accordance with the Corporate KPI. 
 
To respond to detailed enquiries on licensing, other relevant consents, land ownership 
and other related matters from both external and internal sources. 
 
Assist in the management of the PLA’s internal and external consultation process to 
ensure that the statutory obligations are met and that RWL applications can be 
appropriately determined.  
 
To represent the PLA at meetings with applicants and external stakeholders at a senior 
level.  
 
Assist in the maintenance, updating and development of all relevant management 
systems. 
 
General administrative duties to ensure the efficient and effective running of the 
Department. 
 
These duties are neither exclusive nor exhaustive and the postholder may be expected 
to undertake other duties and responsibilities as directed by the Licensing Manager 
and Deputy Licensing Officers. 



 

 

7 COMMUNICATIONS AND WORKING RELATIONSHIPS 
 
Establish and maintain effective working relationships with existing licensees and 
others who are, or may become, affected by proposed works. 
 
External liaison with statutory organisations and stakeholders and liaison with internal 
departments. 

 

 

8 DECISION MAKING AUTHORITY 
 
In line with any delegations authorised by the PLA and commensurate with the grading 
and nature of the post. 

 

 

9 REPORT PREPARATION 
 
Correspondence with applicants and other stakeholders. 
 
Collation and preparation of Department Management Reports and other statistics. 

 

 

10 HEALTH & SAFETY 
 

 All staff are responsible for complying with rules and regulations governing 
employment by the PLA, and are obliged to assist the PLA to comply with all 
statutory and regulatory provisions, including a duty of care for their own health 
and that of others. 

 You will be tested for alcohol and drugs in all cases where you have had any 
involvement in a workplace accident or in any incident that has caused or could 
have caused a danger to health or safety. Testing will also be carried out where 
management has grounds to believe or suspect that you may be under the 
influence of alcohol or drugs. This is known as ‘for cause’ drug or alcohol 
testing 

 Random alcohol and drug testing will be carried out on all members of staff. 

 

 

11 AUTHORISATION DETAILS 
 
Prepared By     James Trimmer                            Date  ____________ 
 
Authorised By ___________________________ Date  ___________ 

  

 
 


