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Job DescriptionPRIVATE 

JOB TITLE



:
Civil Enforcement Officer (Response)
GRADE



:
Grade F
POST NO



:
1064/0480/1069/0365
SERVICE



:
Environment and City Management
UNIT




:
Parking & Enforcement
REPORTS TO


:
Senior Civil Enforcement Officer
RESPONSIBILE FOR

:
-
LIAISON WITH


:
Public, staff, other partner authorities and contractors
PURPOSE OF JOB

To provide a multi task enforcement, patrol and incident response service throughout the city.
MAIN ACTIVITIES

1. To undertake routine patrols, inspections and enforcement relating to off-street parking, occupation of Council buildings/land, dog fouling, stray dogs, litter, fly tipping, fly posting and graffiti.
2. To enforce bylaws, regulations and statutory powers on behalf of the City Council by issuing fixed penalty tickets and penalty charge notices where necessary.
3. To educate, advise and assist the public in matters of enforcement, acting as an ambassador for both the council and the city.
4. To enhance community safety by observing, reporting and acting upon security issues, damage, nuisance and anti-social behaviour.
5. To seek to remove (or facilitate the removal of) persons causing a nuisance or occupying without permission, Council property or land without resort to physical contact.
6. To respond to out of hours emergency incidents whilst on duty as required.
7. To undertake work in a safe and effective manner at all times, following City Council policies and procedures, and to be responsible for your safety and that of the public
8. To keep accurate contemporaneous records of all activities and observations to be complete by the end of each period of duty and undertake recording of basic information about the service and its users
9. To prepare written statements and attend court as a witness where necessary.

10. To carry out all these duties with a regard for personal safety and to avoid becoming involved in situations where risk of personal injury could be reasonably anticipated.

11. To provide cover for the Car Parks Team and Car Park Revenue Officers (Cash Collection) as and when required to cover periods of leave, sickness and other absences.

12. To undertake any such duties as required across the Environment and City Management Service commensurate with the grading of the post.
DATE LAST UPDATED:  January 2020
Person SpecificationPRIVATE 


JOB TITLE
:
Civil Enforcement Officer (Response)

GRADE
:
Grade 
F






POST NO
:
1064/0480/1069/0365
SERVICE
:
Environment and City Management
UNIT

:
 Parking and Enforcement
	SELECTION CRITERIA
	ESSENTIAL

(
	DESIRABLE

(
	CATEGORY

	QUALIFICATIONS & KNOWLEDGE

Good general standard of education to GCSE standard in two suitable subjects (Maths and English preferred)

Knowledge of civil enforcement regimes 

Knowledge of health and safety regulations

and requirements

Knowledge of the Traffic Management Act 2004


	(

	(
(
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	A, C

A, I

A, I



	EXPERIENCE & SKILLS
Experience of working in a customer service and assistance environment

Experience of civil enforcement 

Experience of parking enforcement 

Experience of working with mobile communications devices

Experience of implementing safe systems of work 

Understanding of systems thinking approach
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(
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A, I, R

A, I, R

A, I, R

A, I, R

A, I 



	SPECIAL REQUIREMENTS & ATTITUDE 
Excellent communication and interpersonal skills
Flexible, “Can do” attitude and a problem solving approach 

Strong customer ethos

Robust and self motivated, able to work on own initiative 
Good organisational skills 

Good negotiation and conflict resolution skills and ability to remain calm, patient and polite when confronted with difficult situations
Should be able to undertake physical aspects of the role including lengthy daily foot patrols 
Ability to work at moderate levels of detail
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	OTHER
Driving licence
	(

	
	A, C




COMPLETED BY:
STEVE CARNELL - Service Manager
DATE:  JANUARY 2020



CATEGORY: A – Application, C - Certificates, T – Testing, I – Interview, 



 R - Reference
