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	Post title:
	Civil Enforcement Officer - Parking

	Grade:
	E

	Responsible to:
	Senior Civil Enforcement Officer 

	Staff managed:
	None

	Directorate:
	Business and Environmental Services

	Service:
	Highways and Transportation

	Job family:
	OS - Operational Support 
	Date of issue:
	February 2023


	Job context

	North Yorkshire Council is responsible for Civil Parking Enforcement across North Yorkshire
Working from one of our bases in across the County, the post holder will play a vital role in ensuring good traffic flow, maximising available parking spaces and enhancing safety throughout North Yorkshire.
Civil Enforcement Officer will ensure we deliver a transparent, fair and consistent approach to parking enforcement and also ensure the safe operation of our car parks

This role involves spoken communications so a confident use of English language is required.



		Job Purpose:
	Patrol of the On and Off Street Parking places throughout the County of North Yorkshire dealing with contraventions that have occurred and giving advice to members of the public






	Operational management:
	· Enforcement of parking restrictions by issuing Penalty Charge Notices where vehicles are parked in contravention of the relevant Traffic Regulation Orders.
· Reporting to Supervisor any defects relating to signing, lining and pay and display machines which may prevent effective enforcement.
· To report any defects noted during patrol within the Civil Parking Enforcement area that may constitute a hazard to the public or adversely affect the proper operation of a permitted parking facility.
· As requested, open and secure both multi storey (when in Harrogate) and surface level car parks.  For multi storey car parks this will entail opening of all access doors and vehicle entry/exit gates and an inspection of all levels of the car park to ascertain that the facility is safe for use by customers.  Surface level car parks require the parking and surrounding areas to be inspected for hazards and the payment machines to be tested
· Place “No Waiting” cones and suspension signage on the highway to implement parking restrictions through waivers or suspensions.  Also includes the removal/replacement of bollards at designated locations.  
· Any other reasonable duties may be assigned.


	Communications:
	· To give appropriate advice and guidance to the public regarding parking matters, locations of facilities and general information whenever sought, in a courteous manner at all times, thereby helping to promote public satisfaction with the service provided
· Ability to use de-escalating techniques, ensure to remain calm and defuse potentially highly charged situations.

	Systems and Information 
	· To record and report all vehicles that are untaxed or give appearance of being abandoned on-street or in an off-street car park and serve the relevant notices.




	Person Specification:
	

	Essential
	Desirable

	Knowledge and Experience
· Basic Knowledge of computer systems.
· Knowledge of parking pay and display equipment.
·    Experience of forming reliable relationships with the general public, e.g. confident, assertive, calm, tactful.
	· Experience of a range of Council computer systems.
·    Knowledge of relevant legislation.
·    Experience of working in a busy operational/customer service environment.


	Occupational Skills
· Ability to deal with face to face  customers and service users
· Ability to work unsupervised and as part of a team.
· Methodical approach to accuracy with particular emphasis on numeracy
· Effective customer service skills.
· Good Communication skills.
· Ability to deal with difficult and emergency situations
· The ability to identify problems, to analyse, explore and establish key issues, relationships and patterns within data, and to use judgement in reaching informed decision.
· Take decisions.
· The ability to use interpersonal skills to communicate clearly and concisely, including the ability to recognise and understand the feelings and concerns of others.
· Communicates effectively.
· The ability to work collaboratively, both in teams and with partners, both inside and outside the organisation, to achieve common goals and to improve the quality of service.
· Understands the meets and needs of customers.

	·    Ability to work under own initiative.
· Ability to work under pressure

	Behaviours 
•	Able to work within a team  

Link
	

	Professional Qualifications
· Basic maths and English
	· First Aid at Work Certificate.


	Other Requirements
·    Ability to work on a flexible basis as and when required.
· Ability to work across the district if and when required.
· Ability to walk for long periods outdoors in all weathers
· Current full manual UK driving licence
	·   Ability to drive a range of cars and small vans.
·   Acceptance of and commitment to the principles underlying the Council’s Equal Opportunities Policy.




	Career progression:

	· At NYC we value our employees, and as part of this we can provide wider opportunities to progress in your career.  Through discussion with your manager identify areas of interest and consider avenues to progress to them, e.g. apprenticeships and work shadowing/coaching.  
· As a large council we have a range of roles, across our services, and can provide a wealth of career and development opportunities to help our employees find fulfilling career development opportunities. 





	Structure

	






NB – Assessment criteria for recruitment will be notified separately.
Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.
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