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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Notice Processing Officer


	Service:
	Commercial Services


	Team:
	Parking Services


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Parking Manager


	Responsible for:
	


	Our Organisational Values 

	[image: ]Collaboration



	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.

	[image: ]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.We listen to all concerns and ideas. We benchmark our performance and always strive to improve.

	
Principal purpose of the role

	Well-managed parking within the Borough is essential to the local community, public services and the economic vitality and viability of its town centres.  Parking enforcement is a key element of effective parking operation.
The post holder will examine cases of Reps, Challenges and appeals lodged on the parking case manager system, and provide the an impartial and well-considered judgement based on fact, legislation and local policies.  The post holder will also provide the necessary resource to respond and contest cases of appeal and to act as ambassador to the Council in this respect.
The post holder will also provide the skills and expertise to assist the Parking Manager in dealing with public complaints and queries and responding to these.

	Main duties and accountabilities

	· 1)	To treat persons equally and fairly regardless of race, gender, religious belief, age or sexual orientation.		
· 2)	Investigate and examine each PCN at various stages of appeal lodged on the councils case manager system.  To ensure that these cases are dealt with  within the appropriate legislation and council policies..  (A case may fall within statutory grounds or within the Council’s own guidelines for exceptional circumstances.) 	
· 3)	Contest appeal cases lodged with NPAS.  Prepare and collate evidence ‘bundle’ ensuring that all relevant extracts and elements required to support the Council’s case are included.  Represent and effectively communicate the Council’s position at personal hearings.		
· 4)	Minimise the number of appeals lodged with NPAS by carrying out accurate investigations of ‘Notice of Rejections’.   Compile accurate and comprehensive response note for the ‘letter of explanation’ that demonstrates that grounds for mitigation put forward have been given proper consideration.	
· 5)	Maintain statistical records relating to appeal and representation work that will inform the annual parking report and make recommendations for the development of the parking services.		
· 6)	To ensure that Off Street Parking Places Orders remain enforceable by promoting good communication channels between patrol staff, highway authority and contractors and within the Parking Office to quickly identify problem areas.  Monitor remedial work and steer the development and implementation of effective and efficient systems to identify problem areas, issue of work instructions and checking of remedial work. 			
· 7)	Investigate and respond to queries and complaints raised by an internal or external customer.  Collate and analyse information to identify trends and proposals for consideration by the highway authority.  Report position regularly to Parking Services Manager.  Determine and mutually agree best course of action through information sharing with relative parties. Monitor implementation.  Provide customer with an accurate and timely, written or verbal response. 	
· 8)	To implement efficient and effective auditable systems for the approval and issue of waivers and general dispensations.		
· 9)	To assist the Parking Manager with a range of projects and tasks to help achieve overall service objectives and targets.  Facilitate reports that indicate service performance.		
· This Job Description is current as at the date shown above.  In consultation with you, it is liable to variation as the needs of the Council may require.


	

Dimensions of the role

	Number of car parks 						40
Number of pay and display machines 				79
Estimated number of Penalty Charge Notices issued		12,000pa approx.
Estimated percentage number of Representations 		6,000pa approx.
Estimated percentage number of rejections			2,500pa approx.
Estimated number of appeals 					800pa approx.
Estimated Annual Penalty Charge Notice income 		£328,990
Estimated Annual Pay and Display income			£5,000,000
Season Ticket and Contract Permit income			£285,000
Number of Season Tickets  					1000 pa approx.
Estimated number of Debt Registrations 			1,000 approx.
Estimated number of Warrants of Execution			400 approx.
Estimated number of Statutory Declarations			1,000 approx.
Collection rate							currently approx. 75%
DVLA requests 							5,000

	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	Appeals not contested will result in loss of income and have negative impact on public perception of parking enforcement effort.
Appeals that are contested but not properly considered may be accepted.  In such cases there is a risk that costs may be awarded against the Council.
Appeals that are accepted could impact on the future success of the enforcement effort, as precedent is set.  
Risk of litigation if recovery or court action is not appropriate.
Risk of complaint being taken to the local government ombudsman if a representation is not dealt with in accordance with guidance, and in a consistent manner.
Off Street Parking Orders may not be enforced if inaccurate or repairs are needed. Loss of income as PCN may not be issued or need to be cancelled.

	Planning/Organising/Controlling

	· Reviewing and prioritising correspondence and cases to ensure they are actioned within appropriate timescales as agreed with the Manager/ Head of Service, ensuring accurate case notes and that all work applies to the legislation and council policies. .
To communicate proactively with the Parking Services Team, customers, Councillors and other stakeholders to ensure awareness of relevant concerns and work.

	Customers and Contacts

		INTERNAL:
· Parking services team, finance department, cash office, reception, locality offices, engineers, environmental services team, parks and countryside team, leisure team.
	EXTERNAL:
Public regarding general enquires, enforcement contractor, Traffic enforcement court, patrol, Adjudicators, Police Fire Service Surrey County Council and neighboring authorities, external agencies dealing with mobility problems, borough and parish councilors.
Surrey Police


	Service/Team Structure
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PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	GCSE Level Standard English
	A
	 Degree or equivalent qualification
	A

	
	Good computer and keyboard skills.(Microsoft)
	A/I
	
	

	Knowledge /Technical Skills

	Level Three in Notice Processing
	A
	Awareness of Safeguarding	
	
	A/I

	
	Ability to work unsupervised.
	A/I
	
	

	Communication

	Strong verbal and written communication skills.

	A/I
	Ability to deal with customers in stressful or sensitive cases
	A/I

	
	Ability to develop positive working relationships, work collaboratively as part of a wider team.
	A/I
	
	

	Customer Service

	Commitment to high quality Customer Care, and ability to identify service improvements

	I
	Is able to manage the requirements of diverse customers in a timely and effective manner.
	I

	
	Takes ownership of customers’ requests, manages expectations and achieves a high quality response.
	I
	
	

	
	Understanding of and commitment to promoting equality and diversity in service delivery and employment
	I
	
	

	Team Working


	Ability to develop positive working relationships, work collaboratively as part of a wider team. 

	A/I
	
	

	
	Sharing best practice and information with colleagues and relevant partners.
	A/I
	
	

	Managing self and others

	Is aware of others workloads and priorities.

	A/I
	
	

	
	Achieves objectives with commitment to quality and accuracy.
	A/I
	
	

	Can do approach / Achieving results

	Ability to deal effectively with conflict and competing demands.

	A/I
	Commitment to high quality Customer Care, and ability to identify service improvements.
	A/I

	
	Seeks to improve personal and team efficiency.
	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assesed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment










	
For Official Use only

	Job title:
	Notice Processing Officer

	Post no:
	

	Service:
	Commercial Services
	JE score:
	252

	Team:
	
	Pay band:
	         8

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	Add level
	

	
	Customer Service:
	
	

	
	Team Working:
	
	

	
	Managing Self and Others:
	Add level
	

	
	Can do approach/Results:
	
	


	Reviewed By:
	
	Date:
	

	Checked in:
	HR 
	Date:
	09/05/2024

	Last Updated:
	Add date
	Date:
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