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	Job Title 
	Parking Services Officer 

	Team
	Parking Services
	Grade
	6 

	Reports to
	Parking Service Manager



Overall job purpose:
	To provide and maintain efficient clerical support for Parking Services, managing and determining first stage appeals and representations in accordance with statutory deadlines. To prepare evidence packs on cases that are contested at Traffic Penalty Tribunal. 
To process and carry out all cash and payment reconciliations.



Key areas of focus:
	1.
	To manage and determine the first stage appeals and representation process ensuring consistency, equality and fairness, and response in line with deadline dates.

	2.
	To present cases to the Parking Services Manager for determination on whether Penalty Charge Notices should be pursued at the Traffic Penalty Tribunal. To co-ordinate and prepare evidence packs on cases that are contested at the Traffic Penalty Tribunal. To compile statistics relating to Traffic Penalty Tribunal. To co-ordinate/prepare and send evidence packs on all late statutory declarations lodged at the Traffic Enforcement Centre that will be referred to the Traffic Penalty Tribunal.

	3.
	Produce a monthly KPI Monitoring Report by gathering all the required information and inputting statistics into graphs and to monitor serious issues by means of a weekly log which could influence performance related payments to the contractor.

	4.
	To gather and reconcile data for WSCC quarterly stats and carry out the monthly reconciliation of all on street payments.

	5.
	To decide the outcome of and respond to all appeals against Penalty Charge Notices, over the telephone, by letter and e-mail, following the processes set out in the Traffic Management Act 2004.

	6.
	To process all Penalty Charge Notices refunds appropriately and in line with financial policies, including obtaining evidence of payment from the person requesting the refund.

	7.
	To cover all administrative aspects of debt registration, warrants and bailiffs including the processing of remittances and any issue of re-warrants, including liaison with Enforcement Agents.

	8.
	To process all Witness Statements received prior to warrants and Late Statutory Declarations received post warrant.

	9.
	To produce data and prepare responses to Freedom of Information requests.

	10.
	To deal with general written and verbal enquiries, including complaints, liaising with internal and external stakeholders as necessary and queries received through the website.

	11.
	Issue parking permits for Arun District Council Car Parks and on behalf of West Sussex County Council for on street customers. Maintain associated records.

	12.
	To reconcile and process payment requests for specific car parks.

	13.
	To regularly update the Parking Services Manager on progress and any problems or difficulties which need attention.

	14.
	To process road closure requests, liaise with internal and external stakeholders, ensure all documentation required is processed in a timely manner, and agreement is obtained from stakeholders and the Parking Services Manager.

	15.
	Carry out daily cash reconciliation, provide copies to the Finance Department and carry out monitoring where necessary.

	16.
	To maintain a signs and lines spreadsheet to ensure all defects are actioned in a timely manner and reconcile the costs for WSCC on a monthly basis. 

	17.
	To prepare routine correspondence, and general office duties as directed.

	18.
	To ensure the Parking Services area of the website is kept updated with the latest information 

	19.
	To determine parking bay suspension requests and liaise with the requestee and any contractors

	20.
	To carry out any site visits to Arun District Council car parks as required by Parking Services Manager and log any defects.

	21.
	Undertake such other duties that fall within the range and capabilities of the postholder, as directed by Parking Services Manager.



Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to access if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	English and Maths GCSE or equivalent
	X
	

	Experience of Traffic Enforcement Policies
	
	X

	Experience

	Clerical/Administrative/IT literate.
	X
	

	Experience in dealing with the public, both over the phone and in person.
	X
	

	Some knowledge of Local Government procedures
	
	X

	Experience in dealing with penalty charge notices and parking permits
	
	X

	Knowledge/Abilities

	To work effectively as part of a team, in person and virtually.
	X
	

	To communicate and present information clearly, both verbal and written.
	X
	

	Able to resolve problems/enquiries effectively.
	X
	

	To work methodically
	X
	

	Excellent IT skills including MS Office and bespoke packages
	X
	

	An understanding of Data Protection Principles.
	
	X

	Behaviours 

	Accountability 
	X
	

	Consistency 
	X
	

	Innovative 
	X
	

	Integrity 
	X
	

	Competencies

	Communication written/ oral 
	X
	

	Customer Focus 
	X
	

	Organisational Skills 
	X
	

	Problem Solving 
	X
	

	Decision Making 
	X
	

	Initiative 
	X
	

	Other 

	
	Yes
	No

	Does this role require a Basic DBS (Disclosure and Barring Service) check?
	 X
	

	Will the post holder be required to take card payments via MOTO. (If yes needs basic DBS).
	X
	

	Is this a Political restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s license and access to a vehicle?
	
	X

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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