Person Specification

Job Title: Civil Enforcement Officer


Service: Parking Services
Role Profile reference: RT2
Please note: You do not need to write anything on your application form about how you meet these strengths.  By completing the online assessment your individual strengths have already been matched against them.  You only need to write about the ‘essential requirements’.
	Strength
	In this role it is important that an employee
	Core

Strength

	Outgoing (Relationships with people)
	Quiet and  considered approach to work

 FORMCHECKBOX 

	As outgoing as most people in the work environment.

 FORMCHECKBOX 

	Lively and animated style for carrying out the role

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Affiliative (Relationships with people)
	Able to work in isolated roles

 FORMCHECKBOX 

	Can work in either type of role

 FORMCHECKBOX 

	Best suited to a team based role 

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Conventional 

(Thinking style)
	Favours changes to work, prefers new approaches

 FORMCHECKBOX 

	Able to work with well established and changing processes and procedures.

 FORMCHECKBOX 

	Likes well established methods or conventional approaches

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Variety Seeking 

(Thinking style)
	Can work on repetitive tasks or on structured planned workloads

 FORMCHECKBOX 

	Has a balanced approach to both variety or repetition

 FORMCHECKBOX 

	Is comfortable working on a role with a high degree of variety

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Adaptable

(Thinking style) 
	Behaves the same way with everybody

 FORMCHECKBOX 

	Is as likely as most to adapt their behaviour to suit the situation

 FORMCHECKBOX 

	Changes their behaviour to fit the situation or behaves differently depending on who they are with

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Detail conscious 

(Thinking style)
	Can work in an unstructured manner or remain detached from small details

 FORMCHECKBOX 

	Able to consider small details when necessary but may not do this as a matter of course.

 FORMCHECKBOX 

	Is well organised, working in a methodical, systematic way

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Conscientious 

(Thinking style)
	Doesn’t focus too heavily on deadlines and can leave some tasks unfinished

 FORMCHECKBOX 

	Takes a pragmatic approach to deadlines and the completion of tasks.

 FORMCHECKBOX 

	Will see tasks through and complete them within set guidelines

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Rule following 

(Thinking style)
	Likely to be more comfortable in roles with few rules or procedures

 FORMCHECKBOX 

	Balances working with procedures with a pragmatic approach to delivery.

 FORMCHECKBOX 

	A strong preference for following rules and regulations, taking care to stick to procedures

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tough minded  

(Feeling and emotions)
	Is sensitive to their impact on those around them

 FORMCHECKBOX 

	Moderately sensitive to criticism and in their dealings with others

 FORMCHECKBOX 

	Is not easily offended and will be able to deal with criticism

 FORMCHECKBOX 

	 FORMCHECKBOX 


	Decisive  

(Dynamism/

Energies)
	Prefers a cautious approach to making decisions, taking time to reach conclusions

 FORMCHECKBOX 

	Takes decisions in a considered way, neither overly slowly or quickly. 

 FORMCHECKBOX 

	Regularly makes fast decisions and reaches conclusions quickly

 FORMCHECKBOX 

	 FORMCHECKBOX 



	Essential Requirements 



	Communicating (verbal) - Able to share information, obtain information and have dialogue with others either in person or over the telephone.
	Interview

	Communicating (written) - Able to share information and obtain information from others through written communication.
	Application form

	Customer Service Excellence – Able to delight customers, deliver high quality tailored services to meet needs and exceed expectations


	Application form/Interview

	Ability to meet the travel requirements of the post
	Interview



	Team working – be able to work effectively within a busy team environment, be helpful and co-operative with others
	Application form/Interview

	The ability to work outside of normal working hours to meet the needs of the service.


	Application form/Interview 

	Commitment to Equal opportunities 
	Interview



       Extra essential requirements – Please add or delete as appropriate to the job role.
Further Essential Requirements

	
	Requirement
	Method of Assessment

	1.
	 Listening; Listens to others to assess requirements in order to respond appropriately and efficiently.
	 FORMDROPDOWN 


	2.
	PC Skills; Able to effectively use computerided equipments to prepare and issue Penalty Charge Notices, record information or input data.
	 FORMDROPDOWN 


	3.
	Customer Service Excellence – Able to delight customers, deliver high quality tailored services to meet needs and exceed expectations.
	 FORMDROPDOWN 


	4.
	Ability to develop knowledge and experience of:

a. 
Civil Parking Enforcement legislation and associated processes


	 FORMDROPDOWN 


	5.
	Ability to obtain:

a.
City and Guilds Level 2 Certificate for Civil Enforcement Officers (Parking) or equivalent. 


	 FORMDROPDOWN 


	6.
	Composure - A person’s ability to think clearly and objectively during times of stress or high pressure and remain calm in the face of adversity. 
	 FORMDROPDOWN 


	7.
	Diplomatic and Negotiating Skills - A person ability to demonstrate effective diplomatic and negotiating skills
	 FORMDROPDOWN 


	8.
	Problem Solving- able to demonstrate an ability to analyse, assess and determine appropriate solutions to specific problems
	 FORMDROPDOWN 


	11.
	Commitment to Equal Opportunities
	 FORMDROPDOWN 



