TONBRIDGE AND MALLING BOROUGH COUNCIL

Job Description


DATE:				April 2025

DESIGNATION:		Parking Support Manager			POST NO: DE0513
				
SERVICE:			Streetscene, Leisure & Technical Services

GRADE:			Scale 5

CAR ALLOWANCE:		None

REPORTS TO:		Parking Manager

SUPERVISES:		Parking Service Admin Team


GENERAL DESCRIPTION

Responsible for assisting the Parking Manager in the management and supervision of activities and budgets undertaken by the Parking Service and the provision of an effective parking service with particular attention being given to the administration of Penalty Charge Notices, Car Park Season Tickets and other Parking Permits.
 
SPECIFIC RESPONSIBILITIES

1. Ensure that all processes relating to the parking function are undertaken within the appropriate time period and supervise the parking staff in achieving this including the prioritization of specific day to day operational activities of the parking team.

2. To ensure and provide supervisory control over various procedures in the Parking Service including regular downloads from handsets, overnight progressions, prompt and appropriate responses to correspondence and representations, prompt and correct enforcement action, processing of appeals, interfacing of payments and the renewal of season tickets and permits.

3. Provide statistical data and financial information on a regular and ad-hoc basis for purposes such as performance monitoring, reports and returns and, management information.

4. Provide a link between I.T. Services and the system providers on matters relating to the performance of the parking management systems.

5. Support the Parking Manager and provide supervision in ensuring staff undertake their duties in accordance with current legislation, established procedures, local and national guidelines and the Council’s Standing Orders and Financial Regulations.

6. Assist the Parking Manager in providing appropriate reports, management information and data to maintain and enhance the services provided and ensure the necessary records are kept to support this.

7. Undertake duties associated with the administration of correspondence, and payments, relating to Penalty Charge Notices; car park season tickets, resident’s parking permits, visitor’s permits and any other parking permits.

8. Consider pleas of mitigation following the issue of a Penalty Charge Notice and respond in accordance with established procedures and guidelines, including representing the Council in parking related hearings as appropriate.

9. Deal with a variety of issues and queries concerning the payment and issue of the above. These may be from, Councillors, members of the public and other Council staff and must be dealt with in accordance with the Council’s Customer Care Policy and performance indicator targets. They may be in person, by telephone, in writing, on the Internet or by E- mail.

10. Data inputting, filing and processing of the various correspondence and applications.

11. Participate in the receipt, delivery, collection and sorting of post within the Service, as required.

12. Liaise with the Parking Enforcement staff in relation to personal equipment and uniform procurement.

13. Ensure compliance with the Council’s policies, particularly in relation to the protection and management of personal data

14. Undertake any other duties that may be called for in accordance with the requirements and responsibilities of the Parking and Administration Team’s key tasks or as directed by the Parking and Office Manager. 


Health and safety – general statement 
To comply with the duties placed upon employees by TMBC’s Health and Safety Policy and related procedures. To act in accordance with all instruction, information and training required in relation to those duties. 
The post holder will be required to carry out their job role and related responsibilities with reasonable care to themselves and other persons that may be affected by their work.



    

Notes

This job description is not intended to exclude any task which the postholder might reasonably be required to undertake, and may be subject to change following consultation with the postholder.
Revised August 2019
