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COMMUNITY OPERATIONS

JOB DESCRIPTION


POST TITLE:			Highways Technical Support Officer

GRADE:				Band 4

MANAGER RESPONSIBLE TO:	Traffic Safety Manager


Overall Objectives of the Post:

To provide effective technical, business and administrative support within the Traffic, Road Safety and Parking Service, working as part of the Highways Infrastructure and Project Delivery Department.

To support engineers, technicians and service officers by assisting with data handling, responding to enquiries, supporting consultations, and helping to manage traffic, collision, speed and parking-related information.

The role operates flexibly across the service, providing a link between technical teams, administrative functions and service users, and helping to ensure that information is accurate, consistent and delivered in a timely manner.


Key Tasks of the Post:

1. Technical Support – Traffic, Road Safety and Parking Service.  You will:
· Provide general technical and administrative support to the Traffic, Road Safety and Parking Service, assisting officers across a range of activities. 
· Support the collection and basic analysis of collision, traffic, speed and parking data, helping to identify trends and prepare simple summaries using established processes.
· Assist in the preparation and administration of consultations relating to road safety, traffic management and parking, including collating and summarising responses. 
· Help with the interpretation and checking of parking restrictions, Traffic Regulation Orders (TROs), signage and road layouts, developing basic understanding under guidance.
· Support the handling of parking and traffic-related enquiries.
· Assist in gathering and organising information to support parking appeals and challenges.
· Maintain accurate records, spreadsheets and databases relating to traffic, road safety and parking activities. 
· Liaise with colleagues, including engineers, technicians and enforcement officers, to help ensure information is up to date and consistent. 
· Support road safety education and awareness work by helping to prepare information and materials. 
· Assist with school-related road safety initiatives by helping to collect and present local traffic and safety information. 
· Help respond to routine parking permit and general service enquiries.

2. Business and Administrative Support.  You will:
· Provide day-to-day administrative support across the Traffic, Road Safety and Parking Service. 
· Manage correspondence, enquiries and service requests in a timely and organised manner. 
· Support meetings and service activities, including preparing documents, taking notes and tracking actions where required. 
· Maintain filing systems, databases and records in line with council procedures and data protection requirements. 
· Assist with routine monitoring, reporting and general service administration.

3. Service and Corporate Responsibilities.  You will:
· Carry out duties in a professional and reliable manner, working as part of a team and supporting colleagues as required. 
· Build positive working relationships with colleagues across the service and wider Council.
· Use judgement to deal with routine issues, applying basic knowledge and seeking guidance when needed.
· Follow all council policies, including equality and diversity, health and safety, data protection and financial procedures. 
· Take part in training and development activities appropriate to the role.


All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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