


SURREY HEATH BOROUGH COUNCIL

JOB DESCRIPTION

	Directorate/Department:

	Environment & Community/Corporate Enforcement

	Service:

	Parking Services

	Title of Post:
	Civil Enforcement Officer Car Parks (Part-time)

	Position Number:
	CPKZ000016

	Responsible to:
	[bookmark: _GoBack]Car Park Team Leader Car Parks


Job Purpose:
· Be responsible for the day to day operation and maintenance of all car parks and car park equipment throughout Surrey Heath.
· To work on Saturdays and Sundays. There are set hours from 8am to 6pm, with occasional evening working up to 8pm. 
· To carry out foot patrols and mobile patrols to enforce off-street parking car parking restrictions and regulations through the issuing of Penalty Charge Notices.
· Ensure that customers experience as high quality a parking service as possible within the confines of service budgets and resources. 
· Regularly patrol all levels of Town Centre car parks and outlying car parks to issue notices, interact with customers, check litter cleanliness and state of repair and provide excellent customer service.
· Monitor contractors on-site as appropriate to ensure that contracted duties are delivered as ordered.
· Provide information to customers and contractors on the operation of the Council’s car parks as appropriate.
· To keep any administrative records for all car park operations as directed by the Senior CEO Car Parks 
· To assist the Senior Car Parks Officer in the effective control and management of Council Car Parks












	SUPERVISORY RESPONSIBILITY:

IMPORTANT INTERNAL 
RELATIONSHIPS:

	

· Parking Services Manager
· Parking Services Officers
· Senior CEO Car Parks
· Business Services staff 
· SHBC ICT Service



	
	

	IMPORTANT EXTERNAL RELATIONSHIPS:


	· Customers
· Contractors
· The Square Management Team
· The Atrium Management Team
· Town Centre and rural traders
· Police
























MAIN PURPOSE OF JOB

	Knowledge & Expertise:

Key Tasks:
1. Monitor all car park activity, principally at Main Square and Knoll Road car parks in Camberley and also at the Council’s out of town car parks through regular patrols and inspections. 
2. Enforce parking regulations through issuing PCNs using hand-held ICT equipment as supplied.
3. Provide a point of contact for customers at Main Square and Knoll Road car park either in person or remotely via communication equipment.
4. Liaise with contractors who are providing service or maintenance to equipment in the car parks, including cash collection.
5. Liaise with Council stakeholders such as The Square, The Atrium and Voluntary Agencies and Police.
6. Assist with keeping records of all activity in order that management can clearly see what has happened in the event of an incident occurring on site.
7. Alert the supervisor, management or appropriate authorities in the event of any incident that requires attendance of emergency services, or external professional assistance.
8. Carry out regular preventative maintenance of equipment and rectify routine faults.
9. Assist with periodic inspections of car parks.




MAIN RESPONSIBILITIES / DUTIES OF JOB

	Relations with People (Internal & External):

1. Develop excellent working relationships with colleagues in the Parking Team and colleagues in Business Services.
2. Develop excellent working relationships with customers in order that every customer has the best parking experience possible.
3. Provide a professional experience for all contractors who undertake regular or one-off work for the car park.
4. Develop excellent working relationships with The Mall, The Atrium and traders.




	Creativity & Innovation:

1. Maintain excellent records and provide reports to management on all aspects of car parks operations and enforcement. 
2. Take a proactive approach to maintain of machines and signs and enhance reliability of all parking equipment and enforcement practices.




	
Financial Accountability:

1. Be accountable for all cash collected within car parks and provide reports confirming receipt of monies as appropriate. 
2. Maintain financial records in line with SHBC policy and provide information for Business Services staff as appropriate.




	Impact upon the Organisation & the Community:

1. Ensure that the service is delivered accurately and efficiently.
2. Ensure that all car park users have as high quality experience as possible within budgetary and resource limitations.



	Management & Supervisory Responsibilities:

1. None.




	Initiative & Independent Action:

1. To work from full instructions from superiors, but make minor decisions within clearly laid out boundaries from management which will involve the use of judgement.
2. This post will involve some lone working which will involve making decisions based on information from the public or contractors. Problems will be referred to senior staff.
3. Identify areas for improvement.
4. To carry out any other duties commensurate with the grade of this post, as and when required.






