
SCOTTISH ENVIROMENT PROTECTION AGENGY
FACTUAL JOB DESCRIPTION

A. JOB IDENTIFICATION INFORMATION

	POST REFERENCE NUMBER
	CB00085

	PORTFOLIO
	Compliance & Beyond

	UNIT OR TEAM
	Permitting Service

	REPORTS TO
	Unit Manager

	LOCATION(S)
	Flexible

	STATUS
	Full Time / Permanent


B. JOB PURPOSE

	SEPA regulatory responsibilities include:

• activities that may pollute water;

• activities that may pollute air;

• waste storage, transport, treatment and disposal

The scale and impact of the activities can vary across the legislative regimes including the Controlled Activities Regulations, the Pollution Prevention Control Regulations and the Waste Management licensing regulations.

Complex Activity involves:

• Higher environmental risk, or non-standard activities that require rigorous assessment. 

• Includes activities that are contentious, require in-depth financial scrutiny, bespoke permit conditions and a consultation process.

• May have political interest to consider and negotiation with applicants will be required to arrive at appropriate environmental limit values and to ensure adequate environmental performance. 

Medium Complexity Activity involves:

• Bespoke assessment of activities of a medium level risk to the environment.

• Includes activities that require routine financial scrutiny, some bespoke conditions or a consultation process.

• Will include the determination of low complexity permits that have failed screening assessment.

Assess applications for and produce environmental permits.  The role will undertake all medium complex permitting activity and the majority of high complex permitting activity. Work on high complex permitting activity will be supported by specialist and senior officers. Permitting activity includes responses to planning consultation and pre-application advice. 
As a key role in a busy regulatory team, effective team working will be key to ensure performance targets are met. Post holders will be expected to influence and affect the work of the team/unit, based on advice given and decisions made internally. Decisions or actions taken will have implications for applicants/permit holders externally



C. ORGANOGRAM

	Line management is provided by a Unit Manager and supervised on a daily basis by a Senior Officer - this role will have no responsibility for staff.



D. MAJOR TASKS

	1. To assess applications for (or proposed changes to) environmental permits and prepare an environmental permit that assists the holder in understanding how they can protect the environment and human health from their activities.

2. To engage in pre-application discussions and provide advice to potential applicants. 

3. To prepare planning responses in relation to permitting to SEPA’s Planning Unit 

4. Incident Response and Investigation.



E. MAIN ACTIVITIES

	1. To assess applications for (or proposed changes to) environmental permits and prepare an environmental permit that assists the holder in understanding how they can protect the environment and human health from their activities.
a) Undertake the appropriate level of environmental assessment, with a good understanding of the legal, procedural and policy framework relating to permitting. 

b) Update all relevant regulatory and organisational databases including but not limited to – filing systems, Agresso, CLAS, NEMS, CAS, Intel and Events.
c) To undertake statutory and non-statutory consultations and assess resulting responses.

d) To undertake fit and proper tests as required and assess whether the applicant can ensure compliance with permit conditions, with the ability to analyse and convey technical information or concepts.
e) The ability to resolve the majority of situations arising from the application process, many of which can be challenging and will require the ability to analyse the situation, apply judgment to evaluate options and identify the most effective and appropriate solutions, such as infrastructure requirements or lack of information to support determination process.

f) Approach problem solving by assessing situation, considering all issues, options and drawing conclusions that are within the relevant regulatory framework. 

g) Have the awareness to refer to specialist, senior and line management support in situations that are technically unusual, conflicting or contentious and present issues at various senior peer review groups.

h) To prepare standard and bespoke permits and other levels of authorisation (drafted with Legal assistance when required) in line with various statutory timescales.

i) Prepare and produce a range of internal and external correspondence based on template documentation. This includes management briefs, drafting content to be included in OMEs, input of information into investigation reports, statutory notices, letters including formal warning letters, and email communications. 
j) To determine whether an application made to SEPA is valid, as per policies and legislation.

k) Provide factual information to Unit Manager on regulatory options for a decision in line with SEPA governance framework. 

l) To provide robust advice in line with SEPA’s remit and guidance daily in the response to enquiries from external stakeholders, permit holders, business, and members of the public, other agencies and provide advice in relation to permitting to colleagues up to similar level in other departments such as registry, admin and evidence and flooding. 
m) Have an overview of legislation governing general data protection and freedom of information (including Public Register, National Security and Commercial Confidentially) to ensure compliance with statutory requirements.

n) To respond to or assist legal in responding to appeals or judicial reviews. 

o) Communicating decisions externally to those who may be opposed to SEPA view in a constructive manner, detailing the reasons behind the information or advice. Occasionally there will be a requirement to explain complicated regulatory matters, with support from senior officers or Unit Manager.

p) Seek advice from others such as policy leads, legal, and evidence and flooding colleagues to help inform regulatory decisions. 

q) Contribute to continuous improvement of area of responsibility by raising problems encountered with guidance, working practices/procedures, application forms and systems.  When required provide feedback via appropriate forums and working groups to allow others to progress any required improvements.  

r) The ability to plan own workload up to at least a month ahead to ensure applications are processed within statutory timelines.
2.  To engage in pre-application discussions and provide advice to potential applicants.

a) To provide advice and guidance to permit holders, businesses, members of the public, and others who have an understanding of the planning process. Advice is in relation to the permissions required for the proposed activities and will include small scale activities and major infrastructure projects. 

b) To advise, influence and negotiate with applicants on the suitability of the proposals to achieve the best environmental outcome, and seek opportunities to encourage applicants to go beyond compliance.

c) Undertake a defined and regular workload, and respond to all permit/pre-application & planning enquiries. 
d) Provide advice on application fees and any ongoing subsistence/application fees.

e) Have an understanding of the content of SEPA’s governance, compliance and enforcement requirements, and of the charging, policy and procedural frameworks.
3.  Prepare planning responses in relation to permitting to SEPA’s Planning Unit

a) To contribute to SEPA’s response to local authority planning consultations from a potential to consent perspective, via SEPA’s planning caseworks system
b) To consider the description of a proposal, including supporting documentation, which could include difficult or contentious information or concepts.

c) Formulate a routine and consistent response, including technical details, on whether a proposed activity has the potential to be authorised. 

d) Provide advice, guidance and information to colleagues within SEPA’s Planning Unit in relation to any specific issues that may require to be addressed at the planning stage before an application for an environmental permit is received and raise opportunities to further SEPA aims. 
4.  Site Visits, Incident Response and Investigation.

a) Undertake site visits, up to 4 times a month. Drive or travel to sites and visits will require periods of standing/walking. Ensure health and safety procedures are followed as sites can be in hostile environments, and may include exposure to violence and aggression, working at heights, moving machinery, working near water and potential exposure to chemicals.

b) Autonomously investigate and resolve pollution events, including those of a more serious nature by applying detailed pollution control methodology in line with event and investigation procedures and escalating serious and/or contentious issues to senior officers or line management.  

c) To gather, collate and record evidence in accordance with evidential requirements. Periodically take statements and conduct interviews under caution. Information obtained from statements and interviews will be peer reviewed by legal colleagues and used in prosecution cases. 

d) Have a detailed understanding of the powers of entry and investigation under the relevant environmental legislation to a level that demonstrates that investigatory duties can be undertaken lawfully.
e) Participate on regional event stand-by rota, which will require working out of hours including entry to SEPA buildings to access equipment and laboratory facilities.



Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 
Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge

(3) Routine but detailed knowledge

(4) Broad understanding

Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: Interaction between Policy and Implementation for new legislation. 
	
	4
	
	3

	Scientific/Technical

Namely: Multi-media expertise in a variety of areas plus understanding of EA
	
	3
	
	3

	Managerial

Namely: Leadership, recruitment, mentorship, training, planning, budgeting, staff development
	
	N/A
	
	N/A

	Legislation

Namely: Multiple areas of legislation covering all environmental media
	
	3
	
	

	Other 
Standard Microsoft Office suite
Key Operations programmes (ELMS, CLAS, NEMS)
	3
3
	
	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	Relevant degree or equivalent
	
	Yes

	Pre-University qualification – eg HNC/D
	Yes
	


3) EXPERIENCE REQUIRED

Indicate the type and likely length of experience essential or desirable to do this job

	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	relevant pollution control experience and/ or water resources and or engineering in surface waters and/or river geomorphology
	At least 1 year
	
	

	People management experience
	
	
	
	

	Budgetary management experience
	
	
	
	

	Use of equipment and systems (please specify)
	
	
	
	

	Other (please specify):
	
	
	
	


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication

Namely: letters to Officers and Senior Officers externally and memos internally
	Yes
	

	Report writing

Namely: Technical reports or updates on pollution events, etc. to SEPO, Level 1 manager, Licensing Team. 
	Yes
	

	Oral communication

Namely: Reports to Licensing Team and various internal and external working groups and meetings
	Yes
	

	Presentations

Namely: Internal and external stakeholder meetings concerning specific work areas.
	Yes
	



