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JOB DESCRIPTION
Job Title:

Apprentice Parking Operations Assistant
Job Location:
Jack Crawford House
Directorate:

Economy and Place
Service Area:
Parking Services
Responsible to:
Parking Services Manager
Purpose:

To work in a supported learning environment to develop skills and knowledge that will assist the apprentice to complete their qualification.

To be responsible for assisting the Parking Operations Team Leader and Parking Staff in the efficient and effective running of the On and Off street parking operation.

Key Responsibilities:

· To undertake a development programme leading to a National Vocational Qualification as part of the apprenticeship learning.

· To actively participate in their own development plan, which will be agreed with the line manager and the assessor from the training provider.

· To have a positive, enthusiastic and “can do” approach to all training received and to all tasks allocated.

· To be able to suggest alternative and better ways of working and operate in a timely and efficient manner.

· To work under supervision to learn office / administration skills such as filing photocopying, replying to emails, answering the telephone and to work supervised on site within the car parks to undertake cash collection duties, answering the telephone and dealing with all car park users.

· To be responsible for communicating with both the On and Off street staff to promote the efficient and effective running of the Parking Operation.

· To assist the Parking Operations Team Leader in the timely collection of information and data relating to the relevant area of work.
· To meet key performance indicators as agreed by the line manager.

To be committed to the Council’s core values of serving the public first, being open and honest and fair, and respecting all people and communities and to demonstrate this commitment in the way duties are carried out.

To ensure that duties are undertaken with due regard and compliance with the Data protection Act and legislation.

To carry out duties and responsibilities in accordance with the Councils Health and Safety policy and relevant Health and Safety legislation.

At all times carry out responsibilities / duties within the framework of the Councils Equal Opportunities Policy.

To undertake any other duties consistent with the nature and grade of the post.
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