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Job Description

This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list, and the line manager may vary duties from time to time which do not change the general character of the job, or the level of responsibility entailed.

	[bookmark: _Hlk188363748]Post Details

	Job Title
	Enforcement Officer 

	Service
	Place and Growth

	Team
	ASB Team

	Location
	Hybrid – Wescott Annex and Working from Home

	Reports to
	Service Manager – ASB Service Manager

	Responsible for
	No direct responsibilities



	Grade
	Career grade 6 -9

	Contract Type
	1 Year Fixed Term 

	Hours
	Full Time




	Main Accountabilities

	1.
	To respond to and resolve customer enquiries in line with the service level agreement, To use/wear and keep clean and presentable as necessary or required provided: personal protective equipment or work-wear (including branded items), phone, laptop, radio, body-cam, vehicles etc


	2.
	Carry out duties with due regard to the Council’s Customer Care, Equal Opportunities, Information Governance, Data Protection and Health and Safety policies and procedures. Understand the value of information to the Council and to contribute to good information governance by keeping information safe, accurate, up to date and available to those who need it.

	3.
	Accept taskings and take instruction on legal processes, methods of investigation and determining actions to resolve a case from senior ASB Enforcement Officers and / or Service Manager.

	4.
	Undertake personal development to learn the required knowledge and legislative framework required to resolve cases effectively.

	5.
	Support residents experiencing ASB, to provide early intervention, enforcement, and prevention work to reduce ASB in the community. Visit sites which are an ASB hotspot or where problems have been reported to gather evidence and show a visible presence to reassure the public, site visits to victims to reassure and offer support

	6.
	Manage cases effectively and understand when to consult with others, including outside the council. Maintain confidentiality in line with agreed policy and relevant data protection legislation.  Effectively prioritise and manage a workload potentially with high volumes of work, conflicting priorities or changing demand; to maintain a responsive, customer orientated, flexible and accountable approach.

	7.
	Carry out desktop and onsite enquiries to establish facts, collect evidence and store and save it in accordance with department procedures. Write witness statements or PACE pocket book entries to record evidence from personal observation; interview witnesses in order to obtain a witness statement.  To appear and give expert evidence at Court, Tribunal or other Statutory Hearing.

	8.
	Prepare and serve notices in the prescribed format and according to laid down procedures requiring the provision of information; notices in a prescribed form such as an PSPO Contraventions, Abatement Notice for Domestic or Vehicle Noise, a Community Protection Warning, Prevention of Damage by Pests Act notice, inquiries and notices under s.33/34/59 EPA, Public Health Acts or Refuse Disposal Amenity Act, obstructions or damage to the highway. Where authorised, to execute delegated enforcement powers and act as an Authorised Officer or signatory of the Council.  Carry out informal resolutions such as negotiating with the parties, referral to mediation etc.

	9.
	Develop and have input into problem solving plans in hotspot locations. Work in partnership with Community Safety Officers and input into multi-agency task and finish groups with the aim of delivering actions to respond to issues and concerns of anti-social behaviour.

	10.
	To provide understandable and accurate professional advice, guidance, reports and documents about work matters, to customers or colleagues. Ability to build effective relationships both internally and externally, including colleagues and partner agencies 








	Person Specification                Essential                                             Desirable

	Education/Qualifications
	Practical relevant work experience.	
	Attained or working towards a recognised vocational or professional qualification and/or equivalent

	Experience
	Basic working knowledge of the legislative frameworks surrounding ASB and Environmental Regulation

	Good working knowledge of the policies and processes involved in ASB case resolution

	
	An understanding of multi-agency panels, information sharing and data protection

	

	
	Extensive knowledge of Section 17 of the Crime and Disorder Act 1998, The ASB Crime and Policing Act 2014 and the Crime and Policing Bill 2025.
	

	
	Experience of administering processes to tight timescale and with high levels of accuracy
	

	
	Experience of problem solving and finding resolutions
Knowledge and experience of dealing with Community Triggers including processes and procedures
	

	
	Experience of running complex data projects, including the creation of project plans, and benefit realisation, risk management and reporting.
	

	Skills/Knowledge
	Good IT skills including office software
Well-developed written and verbal communication skills.	
	Experience of using relevant technology and software used within similar service areas.


	
	Ability to actively listen in order to extract and assess the important information.
.
	

	
	Proven ability to drive a vehicle and possess a full driving licence that is valid in the United Kingdom
	

	
	
	

	Behaviours/Attributes
	Can do attitude and willingness to assist colleagues
	

	
	
	

	
	
	





	Purpose Details

	Service Purpose
	To improve public health, the environment, community standards and business prosperity by changing business, community or individual behaviour through communication, partnership, project work, persuasion, advice, guidance or enforcement.

	Role Purpose
	Ensure efficient, effective and consistent resolution of ASB and Environmental Regulation case work, identifying information needed to carry out an investigation and carrying out actions needed to resolve the case.  Show a visible presence in ASB hotspots and places where ASB has been reported to reassure the public.



	[bookmark: _Hlk188363295]Supervision and Relationships

	Supervision Received
	Reports to Service Manager Anti-Social Behaviour who will provide general line management
Take direction from Grade 9 officers 


	Supervision Given
	None

	Contacts
	Parish and Town Councils; Ward Councillors; Residents; Neighbourhood Action Groups; Internal Council Departments; External organisations such as (but not limited to) police, fire service, Environment Agency



	[bookmark: _Hlk188363540]Resources/Budget Management

	No management responsibility for budgets, but general responsibility for equipment and vehicles provided for use by the post holder (see accountability 1 above)



	[bookmark: _Hlk188363701]Special Requirements

	
Ability to travel to a variety of locations in borough, work special hours including occasional weekends, attend evening meetings, work in hazardous conditions (eg home visits, outdoors), health & safety duties 
•The profile is not intended to be an exhaustive list of the duties the post holder will carry out. Other reasonable duties commensurate with the level of the post, including supporting emergency and priority situations, will form part of the role.






  
	[bookmark: _Hlk188366407]Occupational Health Risk Assessment                	                                                               Details

	Skin/Respiratory Sensitisers
	N

	Working at Height
	Y

	Exposure to Noise (>80-85dB)
	N

	Confined Spaces
	N

	Frequent Display Screen Equipment Use

	Y

	
Driving for Work
	Y

	Hand Arm Vibration
	N

	Lone Working
	Y

	Healthcare/Social Contact with Patients
	N

	Blood Borne Viruses Exposure
	N

	Food Handling
	N

	Working with Animals
	N

	Specialised Medical Screening
	N

	Night Working
	N

	Safety Critical Work
	N



               
	[bookmark: _Hlk188365394]Nature of the Role	                                                                                                              Details

	Healthcare or Hospital Work
	N

	Working with Children (under 18)
	Y

	Working with Elderly/Vulnerable Adults
	Y

	Work Environment Details
	Rural areas, residents homes, public highway




	[bookmark: _Hlk188364657]Role Involvement                                                                                                                 Details

	Working with Children
	Y

	Working with Vulnerable Adults
	Y

	Both of the Above
	Y

	Providing Care/Supervision for Children
	N

	Providing Care/Supervision for Vulnerable Adults
	N

	Both of the Above
	N

	None of the Above
	N









	[bookmark: _Hlk188366184][bookmark: _Int_0bNhtnMC]Disclosure and Barring Service (DBS)                                                            Details                                               

	DBS Requirement
	Yes - Basic

	Eligibility Tool
	Find out which DBS check is right for your employee - GOV.UK (Find out which DBS check is right for your employee - GOV.UK) 



	                                                       Re-checks

	As required 









	Evaluation Declaration

	Date of Evaluation:
	<DD/MM/YYYY>

	Evaluated by:
	<Name, job title> 
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