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Wolverhampton City Council 
Role Profile Description 

REG10 
 
 

Date  November 2010 

Family   Regulation 

Role Profile Level Number 10 

Purpose 

To carry out a range of duties under general supervision to contribute to the 
regulatory process and help fulfil statutory obligations. 

Role Accountability End Result 

Work - Operations 

Carry out individual tasks as allocated, 
under general supervision using standard 
processes. 

 Tasks completed to time and 
standards 

 Some decisions enabled at higher 
level 

 Problem issues escalated 

Work - Technical 

Carry out standard technical operations 
and inspections and record and present 
results. 

Identify potential issues and offer 
possible solutions from a range of 
options. 

 Data available for evaluation 

 Regulatory process commences 

Work - Planning 

Organise own work priorities within 
overall timescales. 

 Work completed to time 

 Service standards maintained 

 Team objectives meet 

Service Delivery 

Provide advice to service users internally 
and externally in relation to regulations 
and statutory obligations, from range of 
standard solutions. 

 Customer/service users understands 
action needed 

 Issues dealt with or referred to 
higher level for resolution 
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Compliance 

Collect relevant data to assess 
compliance. 

Initial assessment of compliance against 
prescribed framework. 

 Non compliance identified 

 Procedures completed to time and 
quality standards 

May identify straightforward non 
compliance in allocated areas and under 
guidance issue appropriate documents. 

 Non compliance identified 

 Appropriate documents completed 
and actions initiated 

Reporting  

Compile and deliver/distribute reports of 
completed work in standard formats. 

 Complete accurate reports produced 
on time 

 Regulatory procedures followed 

 Customers and colleagues kept 
informed 

 

Nature of Contacts and Relationship (who and the nature of the communications) 

 Point of contact with internal and external service users, responding to basic 
requests for information 

 Externally with partners and outside agencies and internally with colleagues and 
members of other departments, to exchange information 

Working Environment Context (disruption, physical, disagreeable, health and 
safety aspects) 

 Principally office based, but some site working maybe involved, where there may 
be safety hazards 

 May be open to verbal abuse from members of the public and service users, and 
in some cases the risk of physical violence 

Procedural Context (creativity, discretion, impact)  

 Care needed handling sensitive information  

 Work involves operating standard processes 

 Failure to follow guidelines may have significant implications 

Planning Requirement 

 Daily workload planning 
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Key Facts and Figure Ranges (include likely size of any team managed) 

 Not a budget holder or people manager 

 May have some responsibility for cash handling 

Skills, Knowledge and Qualifications  

 Numerate and literate 

 IT literate 

 Ability to communicate and deal with people courteously 

 Understanding of regulatory functions 

Equipment Operated and Essential Skills 

 Meet appropriate mobility requirements 

 Accurate recording and transcription of data/notes 

 
 


