TONBRIDGE & MALLING BOROUGH COUNCIL

Job Description

Date:


April 2021




Post No: DE0405
Designation:

Civil Enforcement Officer - Parking
Service:

Streetscene, Leisure and Technical Services
Hours:


Currently 37 hours per week over 5 days with shifts. These will involve some evenings, alternate Saturdays and occasional Sundays. The current earliest start will be 7:00 am and the latest finish will be 8.00 pm but these are regularly reviewed. 

Where necessary you will work as a pair. There is a 6 week rota to ensure that any unsocial hours, rest days and long weekends off, are evenly distributed. These rotas and patterns are regularly reviewed to ensure that the borough is appropriately covered at the relevant times and the above may be subject to change.

Unsocial hours worked attract enhanced payments in addition to annual salary.

Section:

Parking




Grade:
Scale 4
Reports to:

Senior Civil Enforcement Officer
General Description of Duties:

To patrol, both on foot and by vehicle, to enforce the various Parking and Traffic Regulations and Orders in a professional and customer-focused manner in accordance with guidelines, procedures and training provided. 
To offer and provide advice on all parking matters and, promote the Council in a positive and professional manner at all times, by offering assistance and information wherever practical, on all services provided by the Council.
This is an outdoor uniformed role working in all weather conditions, with an expectation of the ability to walk long distances as part of the regular patrol duties.

Key Activities:

1. To patrol all relevant streets and car parks across the Borough, normally on foot, ensuring that parking is in accordance with instructions, policies and legislation.
2.
To issue Penalty Charge Notices when appropriate, making that sure that clear, relevant and legible notes and photographs are taken in support of the actions and conversations that take place. 

3.
To act as an ambassador for the Council and answer routine questions on a variety of subjects in a polite, helpful, friendly and tactful manner. 
4.
To maintain and develop effective communications and relationships with members of the public, the Police and Community Support Officers, Council Members, immediate colleagues and other Council staff.

5.
To make routine and ad-hoc checks of equipment, vehicles, car parks, lines and signs, ensuring that they are safe, functional and, that all necessary repairs are reported and carried out promptly. 
6.
To place, erect and remove temporary signs and notices as required.

7.
To assist in making the car parks safe and usable during severe weather conditions.
8.
To collect statistical information relating to parking operations as required.

9.
To attend adjudication appeal hearings and meetings. 
10.
To be conversant with the day-to-day administration of the Parking Team and be able to assist in essential tasks in the absence of others.

11.
To comply with the Council’s the Health and Safety at Work Policy, and other related matters, and notify line and senior managers promptly of all incidents (and where necessary submit a detailed written report).

12.
To be aware of the various Council Policies relating to Staff matters.

13
To participate in the Council’s Streetscene initiative by reporting any issues that may be detrimental to the good name and reputation of the Council. 
14.
To undertake any other duties, which may be called for in accordance with the Streetscene, Leisure and Technical Services’ key tasks and responsibilities, or as, directed by the Senior Managers.
This may include participation in the Council’s Emergency arrangements. The Council has detailed plans to respond to various types of civil emergencies and may require staff to work at different locations and perform different tasks at different locations or at different times, during, and in the immediate aftermath of, any emergency.

This job description is not intended to exclude any task which the post holder might reasonably be required to undertake; and may be subject to change following consultation with the post holder.
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