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PERSON SPECIFICATION








JOB TITLE:     Parking Support Manager 


SERVICE:        Street Scene, Leisure & Technical Services





�
ESSENTIAL�
DESIRABLE�
�
Educational


Ability





�
Sound educational background to GCSE level C (or equivalent) in English and Mathematics.�
Advanced level qualifications 


(or equivalent).�
�
Vocational


Qualifications





�
�
Microsoft Office training. 





Parking Enforcement Notice Processing.�
�
Experience

















�
Previous experience of office-based procedures using clerical, word processing, and data inputting skills.





Experience of providing a customer-focussed, high quality, front-line public enquiry service (by telephone, or by electronic communication).





Experience of working to legal frameworks and procedures.�
Parking Enforcement and Notice Processing experience.





Experience of Microsoft Office, including spreadsheets and graphics.





Experience of legal debt recovery processes and Bailiff enquiries.





Experience of Parking Enforcement software.





Call Centre experience.





Management of a small team of colleagues.�
�
Personal Skills











�
Well organised.


Able to work on own initiative and co-ordinate work as part of a team.





Accurate and able to identify errors or omissions quickly.





Friendly, tactful and approachable. 


Good communication skills/telephone manner.





Ability to work remotely and in an Office environment (as required).


�
Proven ability to engage with digital transformation of services.





�
�
Attitude














�
Self-motivated and resilient.


Positive “Can-do” attitude.


Trustworthy.


Able to learn and retain information.


Understanding and demonstration of good customer care practice.





Understanding of Equality and Diversity issues.


�
�
�









