SERVICE:                       Regeneration and Local Services

SERVICE GROUPING:  Direct Services

1.
POST TITLE:

Neighbourhood Warden
2.
POST NUMBER:

N.DS60
3.
GRADE:


Grade 5 
Job Evaluation Ref No: A5388 

4.
LOCATION:


 Your normal place of work is to be agreed however you
may be required to work at any council workplace within County Durham
5.
RELEVANT TO THIS POST:

Flexible Working:


The Council’s Flexible Working Hours Policy does 
not apply to this post.

6.
ORGANISATIONAL RELATIONSHIPS 

Responsible to: NH Warden Co-ordinator.

Work alongside: Warden Team Leaders, ASB Interventions Officers, NH Interventions Officers, ASB Interventions Co-ordinators, GRT Interventions Co-ordinator.

Work with and across all Council Service Groupings.

Responsive to: elected Members, Area Action Partnerships, residents, community groups, external clients and partners.
7.
DESCRIPTION OF ROLE

To deliver high quality, efficient and cost effective Neighbourhood Warden Services, which are responsive to community need and improve quality of life through improving the physical appearance of the neighbourhood, building community confidence by reducing crime and fear of crime, deterring anti-social behaviour and fostering social inclusion.

8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THE POST

8.1
To undertake assigned tasks in an effective and efficient manner. Such tasks will include a combination of educational involvement and enforcement duties, to improve quality of life through improving the physical appearance of the neighbourhood, building community confidence by reducing crime and fear of crime, deterring anti-social behaviour and fostering social inclusion.

8.2
To undertake activities in the area of environmental crime: this includes abandoned vehicles, litter, graffiti, fly-tipping, GRT, stray/tethered horses, waste management etc.
8.3
To undertake comprehensive investigations relating to environmental crime, ensure that all actions are recorded appropriately, including compilation of evidence and preparation for court.

8.4
To deliver agreed action plans in conjunction with partners to resolve investigations.

8.5
To provide direct intervention where necessary including areas such as serve notices, issue fixed penalty notices, remove graffiti, collection and disposal of used needles in public places, mediation in disputes and anti-social behaviour incidents.
8.6
To undertake comprehensive investigations relating to anti-social behaviour, ensure that all actions are recorded appropriately, including compilation of evidence and preparation for court.

8.7
To undertake visits, patrols and surveillance in order to witness incidents personally, and respond to customer needs. This will involve out of hours and weekend working.

8.8
To comply with the relevant statutory obligations and procedures related to surveillance including the utilisation of appropriate equipment.

8.9
To inform the Neighbourhood Warden Team Leader with updates on the progress of current cases and proposed actions.
8.10
To work with and support team members in Direct Services, assisting the delivery of effective and efficient services, which demonstrate value for money.

8.11
To implement safe working practises in order to deliver an effective service.

8.12
To ensure all policies and procedures are adhered to.

8.13
To assist the Neighbourhood Protection Management Team in all performance within an area, ensuring as far as possible that targets are met, and to take an active role in contributing where appropriate to wider Directorate and Corporate targets.

8.14
To assist the involvement of education and enforcement services with Area Action Partnerships, to attend where required and to assist with the fulfilment of commitments in AAP plans as they emerge.
8.15
To foster and maintain partnerships with a wide range of external stakeholders.

8.16
To take every opportunity  to promote the good work being undertaken by Neighbourhood Protection services, and the wider council; for example through community meetings or direct contact with the public and partner agencies.

8.17
To take a full and active part in contributing to the delivery of Service Plans, which in turn link to Corporate Plans.

8.18
To provide regular assessments, advice and reports to the Neighbourhood Protection Management Team as required, regarding performance and operations within an area.

8.19
The above is not exhaustive, and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the line management.

9.
COMMON DUTIES AND RESPONSIBILITIES:

9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)

To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)

To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.
9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification: Neighbourhood Warden – Grade 5
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· Five GCSE’s at Grade C or above including English or equivalent in a relevant subject
· 
	· Evidence of continuing professional development.
· Police accreditation.
	Application form
Selection process

Pre-employment checks

	Experience

	· Experience of working in a public-facing role.
· Experience of working in a partnership environment to deliver outcomes.
	· Experience of working with elected Members and responding appropriately to service requests.
· Experience of case management and problem-solving techniques.
	Application form
Selection process

Pre-employment checks

	Skills/ Knowledge

	· Good written and oral communication skills.
· Good ICT skills, for example Microsoft Word, Powerpoint, Excel, and email management.

· The ability to identify and solve problems.
	· Knowledge of Neighbourhood Protection services and legislation, in particular anti-social behaviour and enviro-crime.

· Knowledge of local area.
	Application form
Selection process

Pre-employment checks

	Personal Qualities

	· Team and results orientated outlook, willing to be flexible and adaptable to meet changing needs.
· Self-motivated, proactive and enthusiastic, with the ability to work in an un-supervised environment.

· Customer focussed with a positive outlook, communicating with tact, diplomacy and confidentiality.

· The ability to work to tight deadlines.

· A robust character, with the ability to deal with difficult situations.

· Post-holder is required to work outside of normal working hours, and on a shift pattern including evenings and weekends.

· The post is subject to an enhanced DBS disclosure.

· The post is subject to a Police Vetting Level 2 (NPPV2)
· Due to the requirement to drive a County Council vehicle in this role, appointment will be subject to the production of a valid driving licence for the required category of vehicle and the satisfactory completion of an in-house Driver Induction Assessment.


	
	Application form
Selection process

Pre-employment checks
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