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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Neighbourhood and Customer Services

	POST TITLE: Parking Services Officer 
	REPORTS TO: Parking Services Supervisor

	GRADE: Band 6/7
	SAP POSITION NUMBER: 50109923 
and 11007362


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.
	Key Purpose of Post:

	· To be responsible for investigating, assessing and responding to all informal and some formal representations against parking and bus lane Penalty Charge Notices following an agreed criteria and within the correct timeframe, and the progression of Penalty Charge Notices through set procedures to an appropriate outcome.

· Provide a professional customer service via the telephone, ensuring that customer calls are handled in a helpful manner as part of telephone rota. 

· To assist in the administration of the departments permit and contract systems 

	Main Responsibilities of Post:

	· Respond to verbal, written and electronic enquiries from customers/members of the public regarding all aspects of parking. Give appropriate advice and information to customers regarding the appeals process. 

· Accept payment by phone, taking the appropriate amount and adhering to card payment regulations. Update the case to reflect that payment has been made. 

· To deal with letters and emails appealing against Penalty Charge Notices ensuring that queries and issues raised in the appeal are addressed accordingly.  Consider all information in an appeal, interpret the information and evidence and determine the appropriate outcome within the set criteria.

· To understand and explain Council policy and the legislation relating to civil enforcement when required to ensure that due process is followed. To provide information relating to Traffic Regulation Orders when requested. 

· To understand both the informal and formal appeal process relating to Penalty Charge Notices and to respond to an appeal according to the stage the case is at. 

· Liaise with the relevant Council department including Warden Services, Highways, Council Contact and the Blue Badge department, liaise with external Enforcement Agents to ensure they have the correct information relating to the case. 

· Undertake a site visit when necessary in order to deal with appeal.

· Respond to requests for permit issue and renewal and where possible administer the request, updating permit system where necessary. Deal with contract permit requests and renew when appropriate through the virtual permit system  

· Ensure information relating to Penalty Charge Notices is updated on the appropriate IT system to assist with the appeals process. Ensure records are kept accurate and up to date at all times. Assist with the maintenance and development of Parking Services IT systems and website. 

· Review bus lane and CCTV footage and issue PCNs when required on a rotational basis.
· Assist with Parking Services development projects as and when required.
· Pass reports of faulty machines and update IT systems to reflect the nature of the problem. Keep records updated regarding progressions and work carried out and prepare statistical reports as and when required.
· Ability to utilise bespoke software systems and websites relating to the processing of Penalty Charge Notices. I.e. Notice Processing (currently 3Sixty/ Rialto), Permit Systems (currently Permit-Smarti), Letter Writing (currently Response Master), cashless parking reporting data, payment systems, enforcement agents and traffic penalty tribunal websites and Parking portal.     
· Attend team meetings when requested. Complete the relevant online training as and when requested; attend training courses when arranged.  Take responsibility for your personal and professional development. Assist with training delivery for new starters within the service.
· Generate and prepare information packs for submission at Traffic Penalty Tribunal (TPT) hearings. 

	Structure:


	Special Knowledge Requirement. Will be used for shortlisting

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet the advanced threshold level which will be implemented where the post requires a greater level of sensitive interaction with the public (e.g in children’s centres) where the person is able to demonstrate that they can during the interview:
a) express themselves fluently and spontaneously, almost effortlessly
b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language
	X

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of work
	X

	Uses a range of complex IT packages relating to area of work
	X

	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery.
	X

	Knows and understands how to use, interpret, handle and communicate information
	X

	Able to communicate sensitively and in an appropriate manner which considers the diverse needs of our communities
	X

	Able to demonstrate excellent written skills, write reports and draft documents in a logical and accurate manner.
	X

	Provide  advisory/regulatory advice within a customer focussed service delivery organisation
	X

	Completes clerical and administrative work with accuracy and attention to detail
	X

	Demonstrate understanding of the organisation its role in the communities and what it has to offer customers
	X

	Relevant experience requirement: Will be used for shortlisting

	Relevant experience in a front line customer related field and in communicating with customers in both written and verbal form.

	Relevant professional qualifications requirement: Will be used for shortlisting

	NQF Level 3 or equivalent in a relevant subject or evidence to support ability to work to that level.

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self-effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	Basic DBS check required.
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