	






Job Description
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	Job Title
	Civil Enforcement Officer

	Department
	Parking Services

	Location 
	Dover District which includes Deal, Sandwich and surrounding areas

	Responsible to
	Civil Enforcement Supervisor

	Grade
	J
	Politically Restricted Post
	Yes ☐         No ☒

	Contract Type
	Permanent



	JOB PURPOSE 

	The enforcement of parking regulations across the Dover District which includes Deal, Sandwich and surrounding areas.




	PRINCIPAL ACCOUNTABILITIES

	
1. To carry out patrols, walking around designated areas as rostered. This will include the pay & display car parks, on-street permitted parking areas and streets subject to parking restrictions.  
2. Undertake relevant enforcement action, including the issuing of Penalty Charge Notices using issued equipment and ensuring that all notes regarding contraventions are kept in accordance with the recognised processes and procedures.     
3. Responsible for ensuring that all equipment is functioning and can be used, along with arranging for the downloading of electronic equipment at the end of each shift. 
4. To carry out maintenance checks of pay & display machines by arranging daily testing. Carrying out minor fault remedies to machines as required, and to report any unresolved issues to the Manager. 
5. Whilst patrolling, make observations of all parking-related maintenance requirements and to ensure that these are reported and recorded in line with current procedures. Carry out minor repairs and issues on site. 
6. Advising members of the public on parking processes and procedures in the Dover district and assisting them with general enquiries on parking matters. 
7. To drive the Parking Services vans, when required, to travel and transport equipment between sites. To keep the vans, clean and tidy, carrying out daily maintenance checks and reporting any faults to the Manager.  
8. Collecting cash from machines and to ensure the safe transportation in line with current procedures, if required. 
9. Setting up of parking suspensions and associated signing/coning to prohibit parking in car parks and on-street when spaces are required for events and other activities.  
10. Reporting and the proper recording of littering and dog fouling incidents and to attend the Magistrates Court to provide witness testimonies, if required. 
11. To undertake relevant and associated duties in relation to special events. 
12. To report public safety related matters observed on patrols to the appropriate Council team or manager. 
13. Any other reasonable duties that may be required from time to time. 

We are committed to safeguarding and promoting the welfare of children, young people, and vulnerable adults across our communities. As a local authority, we expect all employees to uphold our safeguarding responsibilities in line with statutory guidance and council policies.



	REQUIRED ATTRIBUTES 

	Knowledge
	· Knowledge of the local geographic area

	Skills
	· Excellent communication skills
· Ability to work on own initiative
· Basic IT skills

	Experience
	· Experience of working in a public facing role
· Experience and ability to manage and deal with conflict

	Qualifications
	· English and Maths (Level 2/GCSE 4 - 9) or equivalent
· NVQ in Parking Enforcement, or be prepared to work towards it  
· This post requires you to have a full driving licence

	JOB DIMENSIONS 

	Annual budgetary amounts - State if impact is direct or indirect
	N/A

	Number of staff reporting to the job holder - Specify direct and indirect reports
	N/A

	Any other relevant statistics
	N/A






	NATURE OF CONTACTS 

	Internal
	The post holder will advise and support on service delivery issues/initiatives which will include regular contact with: 
 
· All staff across the Council/Staff in all departments at different levels 
· Heads of Service and Corporate Management Team level  
· Internal Auditors  


	External
	The post holder will advise and support on service delivery issues/initiatives which will include regular contact with: 
 
· Members of the Public 
· DDC Tenants 
· External Auditors  
· Government Departments 




	WORKING ENVIRONMENT CONTEXT 

	This is a physically demanding role which requires large amounts of your working day spent walking and enforcing parking regulations in the Dover district. 

This role requires you to be physically fit as you could be required to lift and manoeuvre heavy cash boxes (up to 15kg in weight). 

This post involves working outside in all types of weather. 



	ORGANISATION CHART 

	














	CHECKS AND DRIVING LICENCE REQUIREMNTS

	DBS Required
	Basic          Yes ☐         No ☒
Standard    Yes ☒         No ☐
Enhanced   Yes ☐         No ☒


	BPSS Check
	Yes ☐         No ☒
	Role involve HAVs working?
	Yes ☐         No ☒

	Driving Own Vehicle for Work
	Yes ☒         No ☒    Will require business insurance

	Driving Council Vehicle for Work
	Yes ☒         No ☐
	Category B and B1



	JOB DESCRIPTION SIGN-OFF

	Completed by
	

	Review/Agreed by
	HR 

	Dimension
Reviewed/Agreed by
	

	Job Holder/Agreed by
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