
                                                                 

 
Job description 
Apprentice Licensing Support 

 
This supporting role will be required to work at West Suffolk premises at 

Bury St Edmunds and Mildenhall.  You may be required to work at any 
other of the councils’ premises, in order to meet the needs of the service. 

 
Key Responsibilities and & Activities 
 

To assist in providing a smooth and efficient licensing team under the 
direction of the Licensing Team Leader.  This will include the following 

duties: 
 

 Engaging with business owners, licensees and the public (our 

customers) to explain our services and how to access them. 
 Support the promotion of licensing initiatives including developing 

the service’s online presence to improve customer access. 
 Collating data on customer’s intelligence and inputting information 

onto databases, ensuring its care, accuracy, confidentiality and 

security in accordance with establish policies and procedures. 
 Liaising with colleagues in other teams, services or agencies. 

 Data and evidence gathering and analysis to inform the team on 
straightforward licensing matters and proposed policy changes. 

 Providing good customer service when handling written and verbal 

enquires and other contact with business owners, licensees and the 
public. 

 Supporting the team in investigating regulatory compliance and in 
appropriate situations undertaking regulatory tasks with 
appropriate professional mentoring and oversight. 

 Assisting the team in the preparation of policy change and 
supporting the team and others in the Planning & Regulatory. 

Service when communicating with councillors and others. 
 Providing written and verbal advice to members of the public, 

business owners on straightforward licensing matters. 

 Providing administrative support of the licensing management 
system. 

 Dealing with telephone and online enquiries as appropriate. 
 

You will be expected to carry out tasks required on a day to day basis and 

the work that you undertake will be designed to ensure that you meet the 
evidence and standards required for your qualification. 

 
Other 

 
Our apprentices are temporary and employed for a sufficient amount of 
time to complete the agreed level of study. 

 


