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This section provides key information relating to the role
	Job Title:
	Parking Services Officer

	Post No:
	P01710
	Grade:
	G

	Team:
	Community & Environment
	Location:
	Campus East

	Responsible to:
	

	Responsible for:
	



Overall job purpose:
	To be responsible for an area of the borough and for completing parking
Consultations as the relevant legislation dictates. Producing accurate technical
drawings and Traffic Regulation Orders to accompany parking proposals. 

To ensure parking signs and lines comply with the TSRGD 2016 and rectifying any faults. Assist with responding to parking enquiries made by the public and Councillors within the Councils response timescales. Administering and taking payments relating to resident parking permits and vouchers. 



Key areas of focus:
	1.
	To be responsible for areas of the borough and to carry out comprehensive parking consultations as per the Councils policy, producing clear proposals and letters written in plain English for residents and businesses in the borough which address their concerns relating to parking issues. 

	2.
	To produce scaled technical drawings using Autocad or ParkMap software to supplement proposals, ensuring version control during each stage.

	3.
	To collate and analyse comments/responses to each consultation and amend proposals this information where possible without compromising the aims of the overall project. 

	4.
	To produce legally compliant Traffic Regulation Orders (including the Statement of Reasons and Notice of Intent) using the Council templates.

	5.
	To produce grammatically correct reports which you will present at Committee relating to specific parking projects.

	6.
	To use SignPlot software to design compliant signage relating to all parking related signage whether this for new scheme or replacing missing signage. To liaise with external contractors for installation ensuring this is completed as mutually agreed.

	7.
	To ensure value for money by following the Councils procurement rules when tendering work to external contractors relating the signage and lining relating to parking restrictions.

	8.
	To deal with public enquiries/ consultation on parking issues and concerns. This may involve negotiating with and persuading people to accept situations with which they are not initially satisfied. These negotiations may involve dealing with angry or upset people in face-to-face situations.

	9.
	To administer the Council’s online permit system, this includes but not limited to accurately creating new permit areas, creating new permit types and entering customer information relating to the borough’s resident parking permit schemes. Using financial software to take payments for residential permits and voucher applications within the Council’s agreed service level agreement.

	11.
	To promote equality and diversity in the workplace and in the services of the Council and to deliver the Council’s equalities and diversity priorities.

	12.
	The ability to converse with ease with other staff and members of the public and to provide advice in accurate spoken English is essential for this post.

	13.
	Any other duties that are commensurate with the level and grade of this post.
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The following outlines the criteria for this post.  Applicants should describe in their application how they meet the criteria

	
Criteria
	Essential
	Desirable
	
Assessment
Criteria

	Qualifications and experience

	
	
	

	5 GCSE’s grade A-C (or equivalent) to include math’s and English 
	x
	
	AP

	Relevant workplace experience, some of which should be in a traffic management  / Parking  management related field
	x
	
	AP

	Experience in a service with involved customer queries through a number of different communication channels
	x
	
	AP

	Knowledge
	
	
	

	Awareness of current Parking issues (CPE, Parking  Controls, Traffic Signs Regulations and General Directions 2002 and other transportation related issues)
	x
	
	AP

	Able to demonstrate experience in the use of CAD and GIS systems.
	x
	
	AP

	Skills and abilities
	
	
	

	Good verbal and written communication skills
	x
	
	AS/IN

	Must have a good understanding of all the Microsoft packages
	x
	
	AS

	Other attributes
	
	
	

	Managing a number of projects at once
	x
	
	IN

	Self-motivated, able to work without instruction
	x
	
	IN/AS

	Values and behaviours
	
	
	

	Transparency, Honesty and Loyalty
Solution based problem solving
Candid, Direct and Open
Being prepared with no surprises
#One Team
Pride in work
	X
X
X
X
X
X
	
	AP/AS/IN
AP/AS/IN



Assessment Criteria:
(AP) Application, (AS) Assessment, (IN) Interview 
Our Values and Behaviours

Our ‘One Team’ philosophy isn’t just about carrying out the activities outlined above, it is how they are delivered by each and every one of us that matters.

We’re looking for people that are happiest when they’re working as part of a team.  We’ve built a workplace that’s based on respect and trust and it’s absolutely essential that everyone embraces this. 

It’s really important that you have a genuine passion for doing a great job and our behavioural competency framework sets out how we want people to work, ensuring everyone is valued, supported and empowered.

The competencies listed below will be assessed throughout the recruitment and selection process, as well as part of your ongoing development and progression.

· Transparency, honesty and loyalty
· Solution based problem solving
· Candid, direct and open
· Being prepared with no surprises
· #One Team
· Pride in work

· Management and Leadership (for managers / supervisors roles)
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Working better, together





