
	Job Title
	CIVIL ENFORCERMENT OFFICER
	
	

	Group
	CE Group


	
	Essential Requirement
	Desirable requirement
	Method of Assessment

	Qualifications
	· Good general education. 
· UK Manual Driving Licence 
	· GCSE Maths and English
	Application form.  Check of qualifications at interview.

	Experience


	· Previous experience of dealing with customers face to face.

· Experience of having to complete paperwork

· Dealing with aggressive or difficult customers


	· Previous experience in a similar role.

· Experience of having to deal with filling out complex paperwork

· Experience of using IT.

	Application form

Interview

Work related test

	Knowledge & Skills


	· Ability to communicate and have a reasonable understanding of the role of Civil Enforcement Officer
· Reasonable standard of written communication.
	· Knowledge of parking legislation
· Ability to communicate clearly when explaining complex matters

· Ability to communicate with other Council departments

· Problem solving skills

· Strong customer care skills
· Observation skills

· Ability to write short incident reports.


	Application form

Interview

Work related test

	Personal Qualities


	· Professional and calm approach
	· Methodical approach

· Ability to work on own and with others as part of a small team.


	Interview 

	Motivation & Expectations


	· Ability to walk long distances in all weathers
	· Self motivated approach to work.

· Ability to use own initiative to solve problems
	Interview 

Medical check



	Overall Appearance
	· Smart appearance.  
· Willing to wear a uniform to work.

	
	Interview


PERSON SPECIFICATION








