
                                                                JOB DESCRIPTION 

Basingstoke and Deane Borough Council 
Job Description 

Job Title Environmental Health Technical Support Officer 

Job Number  

Grade (if known) 4 

Directorate Borough Services 

Business Unit /Section Environmental Services, Regulatory Services Team 

Preparation Date January 2018 

Responsible to (job title) Principal Environmental Health Officer (Pollution) 

Responsible for total 
number of direct 
reports 

0 
Responsible for total 
number of staff 
managed 

0 

Main purpose of job 
1. To provide comprehensive support to the Environmental Health teams in all areas of 

and the work undertaken by the teams.  
2. Maintain a customer focussed and flexible approach to tasks and supporting the 

statutory functions of the team.  

3. Provide technical advice and guidance to the public on Environmental Health matters. 

Main responsibilities 
1. To be the first point of customer contact for the Environmental Health team. This 

includes monitoring correspondence, responding to, giving advice or redirecting as 
appropriate, all enquiries by telephone, email or otherwise received by the team. 

2. To deal with the enforcement and administration of notifications of abandoned and 
untaxed vehicles, and where appropriate arrange for their removal in line with the 
council’s statutory duties under the Refuse Disposal (Amenity) Act 1978 etc. 

3. To assist with the monitoring of all contracts falling within the remit of the 
Environmental Health team including pest control, private water supplies, and dog 
kennelling.  This includes liaising with customers and the contractor to resolve issues.  

4. To collate and record key statistical and performance information related to fly-tipping, 
air quality, private water supplies, service request response rates, or as may be 
requested within the remit of Environmental Health. 

5. Under the general direction of the Regulatory Services Manager or Principal EHO, to 
provide technical support to all staff in the Environmental Health team. 

Key tasks 
1. Provide the first point of customer contact in person, telephone, or email including 

giving accurate technical and general advice to customers.  Take concise, 
accurate, and sufficiently detailed information of any service request made or 
message given, and deal with it in an appropriate and timely way. 

2. Respond to abandoned vehicle notifications reported to the council. Take 
enforcement action in those cases where vehicle is abandoned, liaising as 
necessary with relevant enforcement officer undertaking the vehicle inspection, 
vehicle and land owners (including registered social landlords), and instructing the 
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vehicle company to lift, detain and dispose of such vehicles. 
3. Make vehicle owner enquiries to DVLA database in line with the defined DVLA 

data restrictions for this resource, in respect of abandoned vehicles and other 
vehicle related environmental enforcement. 

4. To monitor and coordinate the provision of relevant contracts (e.g. dog warden, 
pest control, water sampling etc.) to ensure compliance with the contract and 
relevant service standards. 

5. Maintain records for private water sampling results on the relevant systems. Send 
notification letters and invoices to private water supply owners. 

6. Produce documents such as correspondence, meeting notes, housing grant 
documentation, licenses, leaflets and other information documents as necessary. 

7. Develop and produce spreadsheets/databases for data analysis, e.g. performance 
monitoring, recording information for statutory data reports, or FOIs. 

8. Accurately enter data onto databases information, including confidential and 
sensitive information, relating to any aspect of the service, including new planning 
consultations, service requests, and detailed housing grant information. 

9. Set-up, maintain and update as required various internal and statutory registers 
e.g. Housing grants register, notices register.   

10. Carry out general administrative and technical support for the team such as 
providing project support, making appointments, arranging meetings, booking 
venues, raising purchase orders, arranging training, assisting with customer 
research, photocopying, collating information, checking and distributing electronic 
and hard copy post. 

11. Arrange the maintenance and calibration of relevant technical equipment, in line 
with specified timescales, and maintain calibration records.  

12. To accompany and assist the lead officer undertaking property searches in relation 
to public health funerals. 

13. To be responsible for the raising of purchase orders and authorising payment of 
such orders on satisfactory completion of the works. 

14. Undertaking such work as the Principal Environmental Health Officer may 
determine which is compatible with the responsibility levels of this post. 

15. To ensure that service delivery complies with current regulations, accepted 
professional standards, the council's policies and procedures and appropriate 
legislation (including legislation on data protection, equalities, health and safety 
and safeguarding children and vulnerable adults)’. 

Essential User No 

Special features and/or 
equipment 
(anything ‘out of the norm’) 

The officer may be required to work additionally outside 
normal office working hours and will be compensated in 
accordance with the council’s overtime policy.   

This document sets out the main dimensions of the job it describes.  It does not define 
all individual tasks, which may be expected to change from time to time to meet 
operational needs. 


