Job Description

Job Title:		Neighbourhood Officer	
		

Pay Grade:		W3-W4 	

Directorate:		Place
Team:			Environmental Services 	

Reporting to:	Neighbourhood Manager 	

Budgetary Responsibilities:
· Staff -   £N/A
· Other Direct - £N/A
· Other Indirect – administering the grounds maintenance / street cleaning (£4m) and waste contract (£3m) 
· Total £7m

Job Purpose:

To work with a variety of agencies and community groups including The Council’s Environmental contractors to achieve a clean, safe and pleasant environment. 


Main Tasks:

1. To develop effective relationships with the Council’s Environmental Contractors to ensure that the Councils environmental outcomes are delivered. 
 
2. To work with the Police Community Support Officers and Neighbourhood Specialist Police Officers to ‘manage out’ a range of issues that contribute to people’s fear of crime e.g. graffiti, litter, abandoned cars, anti-social behaviour and vandalism. 
 
3. To develop and to deliver a range of awareness and educational programmes designed to promote environmental issues. 
 
4. To raise awareness within the wider community of the impacts of public actions which have a negative effect on the physical environment. 
 
5. To enforce, where necessary, the fly tipping and litter laws, using and working with CCTV, the Council’s bye-laws in conjunction with the Neighbourhood Specialist Police Officers. 
 
6. To support the Council’s environmental contractors in the introduction of new environmental initiatives.

7. To support the Council’s Emergency Planning and response to civil emergencies.
 
8. Pride of Place – Ability to input positively upon streetscene and/or community engagement. 
 
9. To work as a member of the Neighbourhood Team on a variety of Borough-wide initiatives e.g. Party in the Park. 
 
10. To provide a point of contact for a number of groups such as Members, residents groups, sports user groups and individual residents to bring forward their views on their local environment. To support and work with community / resident groups and volunteers e.g. litter picks.
 
11. To measure the performance of any of the Council’s environmental services contractors as required by the Neighbourhood Manager. 
 
12. To undertake a variety of safety inspections on areas of Housing land, “payment areas”, children’s playgrounds and the Town Square and immediate environs. 
 
13. To carry out any other duties commensurate with the level of responsibility of the post as required by the Neighbourhood Manager. 
 

People Management: N/A


Service Management: 

Grounds Maintenance and Street Cleaning Contract. Waste Collection Contract.

Financial Responsibility:

 Administering the environmental contracts.




Other Responsibilities: 

Liaising with external agencies. Supporting the response to civil emergencies.


Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation T=Test 

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· A good general level of education including GCSE Maths and English or equivalent. 
· Knowledge of Health and Safety 


	E


D
	A/I


A/I

	Experience
	· Working with the public in a service environment. 
· Experience working with: Agencies 
            Community groups 
            Contracting organisations
· Excellent communication skills both written and oral 
· Able to relate to a wide range of people 
· Able to work on own initiative 
· Able to prioritise individual workload and to contribute to the effectiveness of the team 
· Competent user of word and excel 
· Customer services skills 




	E

D


E

E
E

E

E
E
	A/I

A/I


A/I

A/I
A/I

A/I

A/I
A/I

	Special Requirements
	· Current driving licence 
· Able to work flexibly to meet the demands of the role including some weekend work. 
· Able to access sometimes difficult to reach rural areas ie land drainage ditches



	E

E
E
	A/I

A/I
A/I



Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	No
	Disclosure and Barring Service check required?
	Yes
	If yes, what level?
	Basic
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 




Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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	Job Title
	Team + grade
	Duties/responsibilities with reference to behaviours
	Probable Qualifications
	Indicative Experience
	Behaviours from role map

	
	
	
	
	




	SofF
	LourP
	DforourC
	MCH
	Tand PW
	CO
	PM

	Neighbourhood Officer
	W3
	· Develop and maintaining effective relationships with the Council’s Environmental Contractors to ensure that the Councils environmental outcomes are delivered.
· Work with Partners to ‘manage out’ a range of issues that contribute to people’s fear of crime e.g. graffiti, litter, abandoned cars, anti-social behaviour and vandalism.
· Develop and deliver a range of awareness and educational programmes. Raising awareness within the wider community of the impacts of public actions which have a negative effect on the physical environment.
· Enforcement, where necessary, the litter laws and the Council’s bye-laws in conjunction with the Neighbourhood Specialist Police Officers.
· Support the Council’s environmental contractors in the introduction of new initiatives and as a member of the wider team support a variety of Borough-wide initiatives.
· Prime contact for a number of groups.
· Measuring performance of contractors and undertaking safety inspections on areas of Housing land, “payment areas”, children’s playgrounds and the Town Square and immediate environs.
	Good general level of education preferably including GCSE or equivalent in Maths and English

Studying towards vocational qualification
	2 years experience + lead in at least one specialist areas
	2
	1
	2
	2
	1
	2
	1

	Neighbourhood Officer
	W4
	· Develop and maintaining effective relationships with the Council’s Environmental Contractors to ensure that the Councils environmental outcomes are delivered.
· Preparation of Committee reports and briefing Portfolio Holder. Demonstration of ability to influence others at high level (Councillors and CMG) through written reports and verbal presentations. ) 
· Responsible for budgetary management and control for the development activity.(Revenue and Capital)
· Work with Partners to ‘manage out’ a range of issues that contribute to people’s fear of crime e.g. graffiti, litter, abandoned cars, anti-social behaviour and vandalism.
· Develop and deliver a range of awareness and educational programmes. Raising awareness within the wider community of the impacts of public actions which have a negative effect on the physical environment.
· Enforcement, where necessary, the litter laws and the Council’s bye-laws in conjunction with the Neighbourhood Specialist Police Officers.
· Support the Council’s environmental contractors in the introduction of new initiatives and as a member of the wider team support a variety of Borough-wide initiatives.
· Prime contact for a number of groups.
· Measuring performance of contractors and undertaking safety inspections on areas of Housing land, “payment areas”, children’s playgrounds and the Town Square and immediate environs.
	Good general level of education preferably including GCSE or equivalent in Maths and English and relevant vocational qualification


	4 years experience + lead in at least two specialist areas - able to demonstrate lead in Woking and beyond for one specialist area
	2
	1
	2
	2
	1
	2
	1
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