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	Job Title:
	Civil Enforcement Officer

	
	Service Area:
	Community Operations

	
	Team:
	Parking Enforcement

	
	Salary:
	£28,598 - £31,022 per annum



Job Description
Main Purpose of Job:
Patrol kerb-space management regulations and off-street parking places ensuring driver compliance. Collect appropriate evidence proving contraventions and serve Penalty Charge Notices (PCNs). Check, monitor and report pay-and-display machine and cashless payment system issues. Ensure regulations are installed in accordance with legislation. Assist members of the public with parking considerately ensuring compliance with the rules and regulations of the highway and off-street parking places.

Initial Key Responsibilities:

1. Complete foot and vehicle patrols of on-street regulations and off-street parking places.
2. Record patrol routes and ‘break’ times following prescribed and flexible patrol routes in permitted and restricted parking areas and off-street parking places serving PCNs as necessary in accordance with the contravention description and code.
3. Ensure regulations are installed in accordance with legislation prior to serving PCNs and report non-compliant installations via the prescribed process.
4. Collect appropriate evidence comprising photos, sketches and making appropriate notes proving the contravention and complete data entry as required by legislation in order to serve accurate and valid PCNs.
5. Identify foreign or other user defined Vehicle Registration Numbers (VRNs).
6. Check the validity of permits, exemptions and registered payments with cashless payment system providers.
7. Serve Regulation 9 and 10 PCNs understanding the different legislative charge recovery processes to be applied enabling reports to be produced.
8. Check and validate ‘appropriate evidence’ before uploading PCNs to the Council’s website.
9. Respond appropriately to ‘special messages’ e.g. ‘vehicles of interest’ upon entry of VRNs to enable Enforcement Agent deployment.
10. Check, monitor and report issues with pay-and-display machines and cashless payment system provider.
11. Assist members of the public with parking considerately and in accordance with the rules and regulations of the highway and off-street parking places.
12. Provide a traffic management and support role at local events as and when required.
13. Collect and provide intelligence appropriate for other public sector agencies in order to assist in the prevention of crime.
14. To promote and adhere to the Company’s values and behaviours.


Other Duties

The duties listed are not exhaustive and may be varied therefore the post holder will be expected to undertake other duties as appropriate to the role and as requested by his/her line manager, including:

1. Carrying out duties appropriate to the grade of the post, including occasional travel to other offices as required.
1. Promoting continuous improvement and delivering demonstrable high-quality products and services which embrace quality standards.


Line Manager: Civil Enforcement Supervisor
Responsible for: None

Note:	This is a description of the job as it is constituted at (June 2024) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Company to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Company’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Company reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Good knowledge of The Highway Code and The Blue Badge Scheme: rights and responsibilities in England booklet.
· Experience within a customer facing environment
	· Good knowledge of local government services.
· Good understanding of General Data Protection Regulations.
· Practical and procedural experience of Civil Parking Enforcement and legislation pertaining

	Skills and Abilities:

	· Excellent customer service skills
· Proficient with smart technologies and software, with the ability to learn new systems
· Good verbal and written communications skills
	

	Education and Training
	· Full driving licence

	· WAMITAB II or NCQ II in Civil Parking Enforcement or Access Level Assured Certificate
· Accredited under the local Police Community Safety Accreditation Scheme (CSAS)

	Other Requirements:
	· A commitment to own development and to supporting training and development initiatives.
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