Job Profile
 Civil Enforcement Officer (Parking)

 Grade – Scp 13 – 15 (All inclusive to include unsocial hours and weekend working)
	Group:  Communities and Environment 

	Location: Shearlegs Road and any location within borough as required 

	Service:  Transport Strategy

	Line Manager:  Senior Civil Enforcement Officer (Parking)

	Car User Status:  N/A



Knowledge and Qualifications


Competencies

	Communication

Teamworking

Dealing with customers/service users

Being flexible

Learning & developing

Making things happen
	Expressing ideas and information clearly and in a way which helps people to understand the message.

Working with other Council employees to achieve results and develop good working relationships.

Putting the customer/service user first and giving excellent service.

Adapting to change and working effectively in a variety of different situations.

Actively improving yourself by developing new skills and knowledge, and learning from past experiences.

Organising yourself and taking responsibility for achieving results.


Job Purpose


To assist in the day to day running, monitoring and control of Gateshead Council’s on and off-street vehicle parking and bus lanes





The key roles of this post will include: 


Mobile and foot patrols  of on and off street areas,  inspecting parking, identifying contraventions and issuing penalty charge notices using hand held terminals or manual systems when necessary, reporting any environmental and community safety problems to the appropriate Council team or external agency.





Inspect and test parking control equipment, regulatory signs and parking facilities, reporting any necessary maintenance and repairs, undertaking first line repairs where appropriate, replace consumables in equipment, operate equipment manually and sell tickets.





Suspend parking facilities and issue suspension as required.





Direct and organise parking in on and off street facilities, undertake security observations and report suspicious and unacceptable incidents.





Undertake administrative duties as required, ensuring that correct audit procedures and security arrangements are followed.





Remove vandalised debris and litter from off-street facilities and undertake minor maintenance tasks.





Synchronise PCN and photographic evidence from handheld terminals and/or digital cameras.





Such other responsibilities allocated which are appropriate to the grade of the post.














































































































Essential





Knowledge of:


Parking related legislation


Traffic Management





Qualifications:


City & Guilds Level 2 Certificate for Parking Enforcement Officers (1885) (or willing to work towards attaining this qualification)


Full driving licence with entitlement for cars and vans





Experience of:


Strong communication, observational and customer care skills.


Working in a customer focused environment


Computer skills





Officers should be:


Able to deal politely and tactfully with a wide range of people including members of the public who may be confrontational


Recognising potential conflict and taking steps to diffuse situation


Remaining calm under pressure.


Working alone independently


Ability to carry out duties involving a significant amount of walking in all weather conditions on a daily basis


Able to demonstrate a flexible approach to work.
































Desirable





Knowledge of:


On and off-street parking enforcement





Qualifications:


First Aid qualification or training





Experience of:


Surveillance work


Producing reports


Liaison with emergency services


Using radio equipment and patrol monitoring equipment


Compliance or enforcement role.









