





JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Streetscene Services

	POSITION NO:

	SECTION:

	Highway Network Management (Parking)
	GRADE: 4

	JOB TITLE:

	Civil Parking Enforcement Officer

	DATE PREPARED: 20.02.17
DATE UPDATED: 07.03.22

	EVALUATION DATE:
	3 April 2014
	JE NUMBER: NC2413

	

	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE: To work as part of a multi disciplinary team involved in discharging the City Council’s functions and commitments in relation to managing the Highway Network and improving local environmental quality. Investigating civil parking offences, offences relating to the highways and to tackle anti-social behaviour and to undertake enforcement action against perpetrators within parking, environmental, highways and anti-social behaviour legislation and/or other appropriate powers. To assist in the smooth running of the Councils car parks and related equipment.

To show, at all times, a personal commitment to treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, their age, gender, ethnicity, sexual orientation, disability or religion) and assists in ensuring equal access to services and employment opportunities for everyone.



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To undertake on a daily basis pro-active inspections/investigations in relation to offences concerning parking, environmental issues, highways and anti-social behaviour. Determine how best to deal with and proceed with investigations and appropriate enforcement action (e.g. advice, guidance, warning notices, fixed penalty notices).  

	2.
	To work effectively as an individual or as part of a team in accurately recording, collating, preparing and producing correspondence, records, files and data, including the use of a range of IT systems and applications.

	3.
	To undertake routine patrols in order to issue parking Penalty Charge Notices, whilst accurately recording, collating, disseminating information and intelligence and the preparation of evidence to a high standard. Make decisions to determine appropriate enforcement action on the basis of evidence obtained in context with service area policies and procedures to ensure a constant high quality service and to comply with the Council’s enforcement policy. 

	4.
	The post holder will have access to information of a confidential nature which must be handled responsibly and particularly within the requirements of legislation covering Data Protection, Freedom of Information and other appropriate requirements dictated by rules governing the collection and storage of evidence for legal proceedings.  

	5.
	To maintain an up to date working knowledge of all appropriate legislation relating to civil and criminal law relating to a post of this nature, and to have a knowledge of internal policy relating to Civil Parking Enforcement, environmental crime and highway enforcement. To make decisions in relation to complaints on a daily basis on their own initiative, as to how best to deal with and proceed with investigations, and the lines of enquiry.

	6.
	To provide advice, guidance and information, as and when required, to members of the public and business community. 

	7.
	To work, on a day to day basis, with people who can display aggressive, challenging or emotionally demanding behaviour and to deal with this calmly, rationally and assertively in line with Council policies/procedures and to establish practical solutions and negotiate where possible informal solutions to avoid the need for enforcement action

	8.
	To undertake appropriate risk management assessments of situations to ensure that personal risk (and/or risk to others) is minimised and effectively managed.

	9.
	To prioritise workloads and make enforcement decisions, in a climate of conflicting priorities (both professional and political) and demands, whilst meeting necessary timescales/deadlines as required by legislation. Decides on the recording, evaluation, interpretation and dissemination of information and intelligence received.

	10.
	To liaise as required with other internal service areas, external agencies, private companies, consultants and private individuals on a regular basis to provide a constant high quality of service.

	11.
	To be able to work anti-social hours, away from local authority premises.

	12.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:

To be responsible for the day to day guidance and support of less experienced staff, the post holder must co-ordinate and be directly responsible for delivering of enforcement activities in response to requests for service. 

2.	Responsibility for Customers/Clients:

The post holder will have a direct impact on clients in Council owned properties plus other stakeholders in the area.

i) Responsible for responding to customer complaints and requests for on street enforcement.
ii) Responsible for the preparation, issuing and enforcement of Fixed Penalty Notices. 
iii) Responsible for the contributing to an improvement in quality of life and the local environment and improving community safety, through the prevention and deterrence of environmental crime and anti-social behaviour.
3.	Responsibility for Budgets:

	Nil

4.	Responsibility for Physical Resources:

	The post holder is responsible for computer equipment used to input and issue Penalty 	charge notices, and for mobile phone, camera and other forms of evidence gathering 	equipment (estimated value £3,000). The post holder will also be responsible for the 	safe keeping, maintenance and deployment of the aforementioned equipment 


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Frequent communication with senior officers, Traffic Penalty Tribunal/TRO Officer, Car Park Wardens 

2.	With Any Other Council Areas

Customer service centres

3.     With External Bodies to the Council

Customers – providing advice, guidance, resolutions of issues raised.











	ORGANISATION CHART: 


	
 (
Head of Transport & Traffic Management
Parking 
Manager
G10
Senior
Civil Enforcement Officer x 
7
Civil Enforcement Officers
X 29
Senior Parking Enforcement 
G7 x 2
Andrew Umpleby
)




	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	

	

	
	


	Patrols are undertaken on foot and last up to 7.5 hour with a 1.5 hour of breaks during the shift, patrols are undertaken in all adverse weather conditions other than when snow is laying

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	

	
	
	


	Extremes of weather conditions, requirement to wear uniform even in high temperatures, working in areas with concentrated car emissions ie multi story car parks

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	

	
	
	Verbal abuse from motorists, passers by during patrols and whilst issuing Penalty Charge Notices 



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	NVQ level 2 Civil Enforcement (training will be provided)
	
	
	AF/CQ

	
	Full or provisional current driving licence
	
	
	AF/CQ

	
	Good level of English and Maths literacy
	
	
	AF/CQ

	2. 
	Relevant Experience:

	
	Current and extensive experience of working within an enforcement related role.
	
	
	AF


	
	Experience of working in an unsupervised or non office environment.
	
	
	AF/I

	
	Experience in the collation, recording and preparation of evidence for formal proceedings in court or formal hearings, in the issuing of fixed penalty notices.
	
	
	AF/I

	
	Experience of dealing with difficult and confrontational situations, handling abusive customers. 
	
	
	AF/I

	
	Experience using IT packages 
	
	
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Problem solving using initiative and creativity to interpret the available information relating to particular problems. 
	
	
	AF/I

	
	Excellent investigative/analytical skills and techniques to enable operational enforcement decisions so as to determine the most effective course of action to resolve complex problems and to contribute to creative solutions.
	
	
	AF/I

	
	Excellent time management skills and the ability to prioritise workloads to meet set performance targets. 
	
	
	AF

	
	Established customer care skills/experience with the ability to communicate effectively both orally and in writing to a range of audience levels.
	
	
	AF

	
	Good persuasive, negotiating, advocacy and listening skills and empathy in order to deal with a diverse client group.
	
	
	AF/I

	
	The ability to act assertively and an aptitude for managing and diffusing conflict situations, with the ability to remain calm, diplomatic and approachable whilst working with people displaying a wide range of emotions. 
	
	
	AF/I

	4. 
	Knowledge:

	
	Knowledge of the Traffic Management Act 2004 Part 6
	
	
	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	An ability to communication (both verbal and written) negotiation, influencing, and mediation/advisory skills to deal effectively with vulnerable customers to obstructive and abusive individuals and groups.
	
	
	AF/I

	
	Exercising highly developed interpersonal skills the post holder will be regularly required to be tactful, diplomatic and analytical.
	
	
	I

	
	Ability to communicate with persons whose first language is not English such as Asylum Seekers and Refugees (although not essential) would be beneficial.
	
	
	AF

	
	Able to work well under pressure and capable of communicating effectively at all levels in a bureaucratic setting and to be creative within a dynamic multi disciplinary team.
	
	
	AF

	
	Ability to persuade, negotiate, advocate, listen and to have empathy with a diverse client group and to problem solve and promote joint work practices.
	
	
	AFI

	
	Written Skills

	
	Good levels of literacy and numeracy required. 
	
	
	T

	6.
	Other:

	
	none
	
	
	

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	
	I

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	
	I

	
	Making things happen
	
	
	I

	
	Communicating with impact 
	
	
	I

	
	Collaboration 
	
	
	I

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	None
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Standard Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement).
	
	
	DBS Disclosure

	
	If the post holder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	

	
	If the post holder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	
	N/A
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