JOB SPECIFICATION


JOB DESCRIPTION

JOB TITLE:	PARTNERSHIP CIVIL ENFORCEMENT OFFICER 

DIRECTORATE:	Environment 

UNIT:	Street Scene - Parking Services

[bookmark: _GoBack]GRADE:	10

RESPONSIBLE TO:	Civil Enforcement Supervisor

RESPONSIBLE FOR:	No one


MAIN PURPOSE OF JOB:

1.	To provide effective and efficient enforcement of parking controls throughout the Boroughs Civil Parking Enforcement Area, Controlled Parking Zones and off-street car parks in HBC & TRDC in accordance with current legislation and Council Policy.

2.	To advise and assist member of the public on parking and other matters, representing the Council in a professional and helpful manner.

MAIN DUTIES:

1. To patrol the Council’s on-street, off-street parking facilities and civil parking enforcement areas on a rota based shift system, operating seven days per week Monday - Sunday.

2.	To participate in a rota system to cover evening and Saturday and Sunday enforcement.

3.	To undergo appropriate training and meet the necessary standards to carry out the duties of the post in accordance with current legislation and council policy.

4.	To be aware of parking legislation and the Council’s Parking Enforcement Policy and to carry out enforcement to implement this.	

5.	To patrol as directed and enforce in accordance with the Councils’ Parking Places Order both on & off street and the Councils’ parking policy. 

6. To report all faults on car parking equipment and rectify if possible.

7.	To check and report defective signs and road markings in relation to parking restrictions.

8.	To utilise mobile radio communication systems, video badges and any other lone working equipment as required. 

9.	To monitor supplies of tickets for ticket issuing machines and replenish if necessary.

10.	To foster good relations with members of the public by offering appropriate assistance and advice.

11.	To check parking permits, pay and display tickets and pay by phone data.

12.	To be aware of the powers to inspect Blue Badges and enforce against any suspected misuse.

13.	To issue penalty notices using hand held portable data capture units (or other systems).

14.	Where issued, use cameras to capture supporting images in accordance with training.

15.	To issue warning notices to vehicles as directed.

16.	To report vehicles on public highway for vehicle licence excise offences, by completing a CLE2.

17.	To attend and give evidence to an adjudicator of the Parking Adjudication service if called, or as directed.	

18.	To give evidence in court on behalf of the Council when required.

19.	To prepare witness statements as may be required for by the Police, adjudication, court or internal Council processes.

20.	To report damage (including graffiti) to the surface, boundary walls or fences, signs or equipment in any area where the Council provides car parking services and any associated area on the public highway and assist as directed with the closure of any such area for maintenance or other such purposes.

21.	To deliver letters, permits and other documents by hand, when required.

22.	To assist with the immobilisation and removal of vehicles, if required.

23.	To comply with Statutory Legislation, Council and Departmental Standing Orders, Instructions and Resolutions.

24.	Responsible for all aspects of his/her own work e.g. completion of time keeping system (Etarmis) and other claim forms; making and receiving telephone calls, completing pocket books, provide evidence in relation to any penalty charge notices issued,  progress reports and dealing with complaints. Take part in briefings and debriefings on a daily basis. 

25.	To safeguard children, young people and adults at risk and make referrals to the appropriate agency.


NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.



PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A	- Application
I	-	Interview
T	-	Test
D	- Documentary 
		Evidence

	Qualifications & Training
	Educated to GCSE standard of education with a pass in Maths and English.
	D
	A/I

	Experience

	Experience of using computers.

Experience of providing customer service face to face.
	E

E
	A/I

A/I

	Knowledge

	Parking Enforcement Policy.

Traffic Regulation Act.
	E

E
	A/I

A/I

	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Strives continuously to exceed customers’ expectations

Outcome Driven
· Able to plan and prioritise to meet statutory and organisational deadlines

Problem Solving & Decision Making

· Takes a proactive approach to work, demonstrating initiative and using good judgment 
· Takes ownership of problems
· Able to identify potential problems, find solutions and escalate appropriately

Change & Adaptability
· Takes a positive attitude towards change
· Demonstrates a willingness to learn and take on new areas of work
	E







E




E













E





	A/I







A/I




A/I













A/I


	Skills & Abilities
	Communication
· Able to effectively liaise with customers and colleagues.
· Able to deal with potentially difficult situations with tact, patience and assertiveness.

Team Working
· Able to build effective, supportive working relationships
· Demonstrates a flexible approach to work
· Contributes positively within a team environment
· Willing to learn and assist other team members
· Able to self-motivate and work with limited day to day supervision

Quality of Work
· Demonstrates accuracy, and a systematic and thorough approach to record keeping

	E








E














E




	A/I








A/I














A/I


	Other Requirements
	Comply with dress code, wear a uniform and present a neat and tidy appearance.

Physically fit and mobile and able to walk 10/12 miles a day.  Work outside in all weathers, prepared to work shifts including weekends and occasionally evenings.


Standard DBS (Disclosure and Barring Service). 

Clean driving licence and access to a vehicle for work purposes.

	E



E






E


E


	A/I



A/I






A/I


A/I





COMPLEXITY AND CREATIVITY

The post is complex in that the post is lone working and the post holder will deal with members of the public, potentially with contentious issues and will therefore need to apply tact and diplomacy when handling a number of queries.  The Section will utilise a number of software packages and computer equipment all of which the post holder will need to be familiar with and be able to utilise to its best advantage.

JUDGEMENT AND DECISIONS

The post holder will be required to gain in depth knowledge of the Parking Enforcement Policy as well as gain an appreciation of the Traffic Regulation Act so that they may assist the public with enquiries whenever possible.

SPECIAL FEATURES

The post holder will need a level of maturity, to be assertive and apply common sense, patience, and tact to situations as they arise.

CONTACTS (INTERNAL 15% EXTERNAL 85%)

INTERNAL:

All Hertsmere staff.

EXTERNAL:

Residents/visitors to the Borough.
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