
SURREY HEATH BOROUGH COUNCIL

PERSON SPECIFICATION / COMPETENCY FRAMEWORK

Please note:	The criterion specified on this form will be used as guidance when short listing all applications and again at interview.   Please ensure you provide evidence within your Application, giving examples where appropriate, as to how you meet the specified requirement for the job.  Thank you.
 
	
Directorate/Department:
Environment & Community/Corporate Enforcement
	
Job Title: 
Civil Enforcement Officer Car Parks (Part-time)


	
Section: 
Parking Services

	
Position Number: 
CPKZ000016




	
KNOWLEDGE & EXPERTISE         (Including Qualifications / Education & Training,   
                                                          Experience, Skills / Ability and knowledge)
ESSENTIAL :

· Educated to GCSE Level or equivalent standard or proven suitable literacy and numeracy skills.
· Experience with working with mechanical and electrical equipment to provide first line maintenance on parking equipment.
· Proven previous experience working in a public facility/customer facing role.
· Experience of keeping records/administration.
· Experience of use of ICT systems.
· Have technical knowledge of parking equipment, regulations and enforcement.
· Dealing with day to day operations of car parks including the issuing of PCNs.
· Ability to carry out driving duties and possess a full clean driving licence.

DESIRABLE :
· Understanding of how local government works and the challenges that it faces.
· Knowledge of Microsoft software.
· Understand the importance of Health and Safety procedures.
· Experience of carrying out inspections of public buildings.




	
RELATIONS WITH PEOPLE:

ESSENTIAL :
· Ability to work effectively and sensitively with a range of customers including the public,  retail management companies and traders.
· Ability to defuse confrontation and still deliver the service in a pleasant manner, developing relationships that foster good practice.
· An approach and style that fosters confidence and assurance in management, work contacts and staff.
· Good written and verbal communications skills.




	INITIATIVE & INDEPENDENT ACTION

ESSENTIAL:

· Confidence and ability to deal with internal and external customers on a daily basis.
· High level of personal organisation and motivation.
· Ability to organise daily operations.
· Ability to make quick operational decisions in response to arising issues.



CREATIVITY AND INNOVATION 

ESSENTIAL :
· Ability to problem solve and think logically in terms of service delivery and development.
· A style that constantly seeks improvements to service delivery and efficiency.








FINANCIAL ACCOUNTABILITY 

ESSENTIAL :

· Experience of handling cash and being accountable for it.


DESIRABLE:







PERSONAL ATTRIBUTES

ESSENTIAL :
· Honesty and integrity 
· Able to work comfortably with conflicting workplace demands and pressures
· Physically fit and able to regularly and routinely patrol multi- level car parks on foot, access small spaces, stairs, use of ladders etc. 
· Positive and progressive style
· Must be available to work Saturdays and Sundays. There are set hours from 8am to 6pm, with occasional evening working up to 8pm.
· Possess a full clean driving licence





