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This intended to supplement the information provided in the Generic Job Description to enable a manager to put a particular post into context at the time of recruitment.  The Generic Job Description is the definitive document which defines the job and its overall responsibilities.

A
JOB IDENTIFICATION INFORMATION

	JOB TITLE


	Policy Officer – Radioactive Substances

	POST REFERENCE NO.
	Regulation, Business and Environment

	REPORTS TO


	RS Manager  - Operations Team Leader
 Science & Strategy Dir during the year

	PORTFOLIO

	Operations

	UNIT OR TEAM
	Radioactive Substances Unit

	LOCATION(S)                            


	Flexible preferred Aberdeen, ASB, Ayr or Stirling

	POST STATUS


	Permanent 


B.  
SUPPLEMENTARY INFORMATION ABOUT THIS POST

	DUTIES WILL INCLUDE:
The development, and maintenance of the RS Unit internal documents including procedures, policy and advice notes. 

The development and maintenance of external documents required for applications. 

Liaising with SEPA projects such as SPRI/compliance/charging projects and provide advice regarding the implications to the RS Unit. 

To provide technical secretary functions to internal and external meetings as required.
To manage data returns for radioactive waste and sealed sources from operators disseminating the information to site inspectors. 
To support the logging of applications and management of unit mailboxes 

Managing operator charging accounts and queries for the RS Operations Team.

Managing EASR notifications including liaison with other SEPA colleagues regarding the development of the work on the database. 




C.
SUPPLEMENTARY INFORMATION ABOUT THE QUALIFICATIONS, KNOWLEDGE AND EXPERIENCE REQUIRED FOR THIS PARTICULAR POST.

	Qualifications

	As per generic


	Knowledge

	Knowledge of radioactivity, radiological protection and the nuclear and non nuclear sectors is desirable. 



	Experience

	The ability to manage workloads, accommodate change and work proactively is essential
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