
Job Description 

	Job Title:
	Community Warden

	Service:
	Regulatory Services and Community Safety
	Directorate:
	Environment

	Post No:
	PPS034
	Grade:
Pole Profile:
	F
Team Member

	Responsible to:
	Community Safety Manager
	Responsible for:
	No direct reports

	

	Key Objectives:

	1
	To provide highly visible uniformed presence in our local community and towns to serve an essential link between the community and the Council; actively developing trust and confidence and fostering community cohesion.

	2
	To promote community safety, deter anti-social behaviour and crime and contribute to community development; assisting with people who live in our neighourhoods identifying and safeguarding the most vulnerable.  

	3
	To carry out duties to contribute to more resilient communities through projects and initiatives that promote community safety, reduce fear of crime and improve public confidence. 

	4
	To work with the Regulatory Services and Community Safety Team to contribute to the Council’s and the Community Safety Partnership strategic priorities and ensure a safer and cohesive, resilient and responsible community.

	5
	To support Council services in assisting to deliver its statutory obligations and strategic priorities - maintain district as a low crime area and promote health and well-being.

	Principal Duties and Responsibilities:

	1
	Carry out patrols in the local communities, build relationships, gather community intelligence and report incidents to the appropriate agency.  

	2


	Establish and hold regular formal and informal meetings with local residents with the aim of creating “self-help” through community participation and ownership; to understand the needs of the local community and inform community development and resilience.

	3
	Provide advice on community safety and crime prevention initiatives to individual householders and local groups on request. To mediate in neighbourhood issues, where appropriate. Report intelligence via appropriate formal channels.  Attend road shows, and other public events to provide advice to the public and represent the Councils. 

	4
	Assist the Community Safety Team to meet its statutory objectives for the Community Safety Partnership, including safeguarding, domestic abuse and prevent.

	5
	Work and develop good operating partnerships with the police and other agencies where required, to participate in multi-agency meetings and enforcement operations; including intelligence and sharing: gathering, and compilation of reports,

	6
	Respond to allocated service requests and investigate complaints in accordance with current law, procedures policy and guidance within agreed timescales. 

	7
	Provide advice to the public, elected members and other organisations. Using problem solving skills make decisions and take action where appropriate.

	8
	Carry out duties, as required, in accordance with the Community Safety Accreditation Scheme status and the enforcement of anti-social behaviour legislation.

	9
	Maintain up to date records on databases and other systems ensuring that General Data Protection Regulations (GDPR), management, quality, sensitivity and confidentiality requirements are met. To handle and report any intelligence relevant to safeguarding or other duties and priorities to senior managers using the local authority mechanism for reporting.

	10
	Work and cooperate with any other Council service as required to fulfil the Council’s statutory duties including compliance with GDPR, joint inspections, issuing of fixed penalty and other notices, investigations and responses and, attendance at relevant meetings (e.g. Joint Agency Tasking and Co-ordinating (JATAC) group, Cherwell Operations Group (COG) etc). 

	11
	Work with other services to deliver the Council’s safeguarding and domestic abuse objectives.

	12
	Carry out duties on behalf of the Community Safety Team and commensurate with training. 

	13
	To be flexible, working outside office hours as required, including weekends, and in particular to provide community safety support when needed.

	14
	Promote the Council services and equalities.

	15
	Undertake personal learning development to maintain up to date technical knowledge; including attending courses, and own research and reading as required; so that the Councils’ are able to meet their statutory obligations;

	16
	Carry out any other duties as directed from time to time consistent with the responsibilities and grade of the post.


PERSON SPECIFICATION

	
	Essential


	Desirable

	Qualifications 
	1
	GCSEs in Mathematics and English Language or equivalent educational standard /experience 
	1
	Qualification in enforcement 

	
	2
	
	2
	Health and safety qualification 

	Experience


	3
	Experience of communicating with the public
	4
	Experience of working in a community role

	
	4
	Experience of working with partner and building relationships 
	5
	Experience of enforcement 

	Knowledge


	5
	Knowledge of the key requirements of the post 
	6
	Knowledge of enforcement 

	
	6
	Knowledge of General Data Protection Regulations and the Council’s equalities policy and statutory duties
	
	

	Skills
	7
	Able to write letters, reports and emails to communicate with customers, elected members, officers and others.
	7
	Mediation Skills

	
	8
	Able to use IT applications and update and use databases
	
	

	
	9
	Able to communicate with customers, the public, officers, elected members and others face to face, on the telephone and in writing.
	
	

	
	10
	Able to communicate, negotiate and work with partners to build effective working relationships
	
	

	Other requirements / circumstances / aptitudes
	11
	Able to walk for several hours daily 
	
	

	
	12
	
	
	Full clean drivers licence and use of a vehicle to undertake duties of post.

	
	13
	Ability to work in an agile way and to travel and work at different sites  
	
	

	
	14
	Ability to deal calmly with difficult situations and people in confrontational situations
	
	

	
	15
	Good numerical and verbal ability and ability to coordinate statistical information
	
	

	
	16
	Good organisational ability to manage case loads and priorities
	
	

	
	17
	Ability to work as part of a team
	
	


	Safeguarding children, young people and vulnerable adults
	18
	Fully understands their role in the context of safeguarding children, young people and vulnerable adults.
	
	

	
	
	Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults.
	
	

	Essential Competences

	1
	Communicates clearly and openly with others in order to inform, instruct, persuade and encourage feedback

	2
	Demonstrates a “can do” attitude and focuses energy and commitment on achieving results that are critical to own and organizational success

	3
	Understands the role of the organisation, its communities and the needs and expectations of internal and external customers.  Works professionally and innovatively to meet or exceed these needs and expectations

	4
	Demonstrates an open mind to challenge traditional approaches in a positive way, develops innovative ideas, solves problems and continually improves performance

	5
	Collaborates and consults with others effectively, in joint pursuit of team and organisational goals

	6
	Understands the environment in which the organisation operates and considers the financial and wider commercial implications of their decisions and actions

	7
	Demonstrates the appropriate level of specialist knowledge and expertise required to effectively fulfil the role and ensure continuous self/professional development (CPD)
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