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LINKED GRADE DESCRIPTOR

Values and Behaviours

Job Description

Job Title:		Anti-social Behaviour Officer 

Pay Grade:		W3 – W4 

Directorate:		People and Communities

Team:			Leisure and Communities	

Reporting to:	Community Safety Policy Officer

Responsible for: 	N/A 

Job Purpose:

To provide effective case management, triage and coordination of anti-social behaviour (ASB) cases, supporting multi-agency processes (including CHaRMM and JAG), and delivering targeted early intervention and prevention activity within a part-time capacity.

Main Tasks:

1. To undertake the investigation, triage and management of anti-social behaviour (ASB) cases, focusing on early intervention, risk assessment, action planning and resolution.
2. Managing low to medium risk cases, escalating complex cases where appropriate, and maintaining regular communication with victims to manage expectations.
3. The role will provide administrative and coordination support to CHaRMM and JAG by preparing case summaries and updates, recording actions and decisions, tracking repeat cases, victims, locations and offenders, and maintaining oversight of agreed actions across partner agencies.
4. To provide administrative support for ASB case reviews, including coordinating meetings, issuing invites, preparing documentation, and maintaining accurate records of discussions and outcomes.
5. To maintain accurate and up-to-date records on relevant systems (e.g. ECINS/SharePoint), ensure case files are audit-ready, and produce reports on case activity and trends.
6. To work collaboratively with Housing, Neighbourhood Services, Environmental Health, Police and other partners to support coordinated responses to anti-social behaviour cases.
7. To deliver targeted prevention activity where capacity allows and support the delivery of community safety campaigns, including ASB Awareness Week.
8. To manage the administration and processing of enforcement actions relating to PSPO breaches, Community Protection Notices (CPNs) and Fixed Penalty Notices (FPNs), including maintaining accurate records, monitoring compliance, and supporting enforcement activity.
9. To support the preparation of enforcement action where required, with court attendance undertaken only in exceptional circumstances.

People Management: N/A
Service Management: N/A
Financial Responsibility: N/A

Other Responsibilities:
· To provide the service in accordance with the Council’s Vision & Values statements
· To work effectively with colleagues in delivering a high-quality service through excellent team working and good communication
· To provide excellent customer service
· To work in a flexible manner and to be willing to undertake other duties as reasonably requested including outside of office hours
· Adoption and development of new ways of working
· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.
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To deliver services effectively, the council requires a degree of flexibility from its workforce, whereby staff are required to perform work not specifically specified on their job description to ensure the effective and efficient delivery of services subject to the needs of the business.
Person Specification

	Criteria
	Standard
	E/D
	Measure

	Education & training
	· GCSE Maths & English or equivalent.
· Degree educated or equivalent.
	E
D
	A
A

	Experience
	· Experience of maintaining accurate administrative records
· Experience of producing accurate and timely reports
· Good understanding of the relevant legislation, particularly anti-social behaviour (ASB) but including the Crime and Disorder Act 1998, and current government guidance and good practice relating to ASB
· Experience of producing case files
· Experience of partnership working
· Experience of taking statements
· Experience of working with a variety of vulnerable people, including young people
· Knowledge of local problems facing communities in the area relating to ASB and the appropriate agencies to sign post to
	E

E

E




E
E
D
D

D
	A/I

A/I

A/I




A/I
A/I
A/I
A/I

A/I

	Special Requirements
	· Hours of work are flexible, however flexibility to work some evenings and weekends is necessary.
	E
	I



Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?


	Yes

	Disclosure and Barring Service check required and level

	Yes 
Basic

	Is this a Politically Restricted Post?

	No

	Does this role have emergency responsibilities?

	No
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	LINKED GRADE DESCRIPTOR

	Job Title
	Team + Pay Grade
	Duties/ responsibilities with reference to values and behaviours
	Probable Qualifications
	Indicative Experience

	ASB Officer

	Comm-Safety
W3
	· Experience of maintaining accurate administrative records and producing accurate reports
· An understanding of the relevant legislation, particularly antisocial behaviour (ASB) but including the Crime and Disorder Act 1998, and current government guidance and good practice relating to ASB
· An understanding of how to produce case files.
· An understanding of partnership working
· An understanding of how to take statements.
· Good communication skills, including being able to negotiate, and influence others.
· Knowledge and experience of using a web-based case management system.
	
	

	ASB Officer

	W4
	· A detailed and experienced understanding of the relevant legislation, particularly antisocial behaviour (ASB) but including the Crime and Disorder Act 1998, and current government guidance and good practice relating to ASB
· Experience of producing case files
· Experience of partnership working
· Experience of taking statements
· Detailed knowledge of local problems facing communities in the area relating to ASB and the appropriate agencies to sign post to
· Excellent, and experienced communication skills, including being able to negotiate, facilitate and influence others effectively in a variety of scenarios.
· Knowledge and experience of using a web-based case management system e.g. ECINS
	
	Minimum of 5 years in Community Safety role



	[bookmark: _Hlk221118842]Teamwork
Working together across teams, partner organisations and communities to achieve shared goals.
	Honesty
Acting honestly and openly in all communications and decisions.
	Respect
Valuing diversity, treating everyone with dignity, and ensuring fairness.
	Innovation
Encouraging new ideas, continuous improvement, and embracing change with strength, flexibility, and a recognition that being better doesn’t have to cost money.
	Value-Led
Public Service is at our core; putting the needs of residents at the heart of decisions, focusing on meaningful outcomes and striving for excellence.
	Empowerment
Supporting staff to take initiative and influence their work, maintaining high standards of conduct, competence, and ethics.

	
Listen to each other, share knowledge and expertise to achieve our goals. 

Take responsibility and work proactively. 

Work collaboratively, building productive relationships, finding common ground and helping each other to achieve shared outcomes. 

Be united across teams, as a single organisation, without silos, to meet our residents’ needs.


	
Be transparent in our decision-making, proactively sharing explanations and building trust between the Council and residents/customers. 

Communicate openly, showing respect and understanding. 

Exchange reflections and constructive suggestions to improve the way we work, without blame or judgement. 

Be authentic and our actions match our words: we say what we mean, and we do what we say we will do.
	
Value new and different ideas and listen actively to all points of view, even if we disagree. 

Treat everyone (residents, customers, partners and staff) fairly and create an inclusive environment where everyone feels respected and are accountable. 

Embrace diversity, appreciating its benefits and getting the most out of its opportunities, so everyone feels valued and included. 

Take time to recognise, acknowledge and appreciate each other and celebrate successes, so we know our voices are heard and our actions are valued.
	
Challenge the status quo, embracing change and adapting to meet future demands. 

Continuously learn and develop, using data and experience, and listening to residents and customers, to recognise what’s working well and what we can do differently.

Maximise opportunities to improve; building on our existing skills, processes, infrastructure, technology and tools to be the best we can be. 

Encourage and welcome new ideas, discovering new ways of doing things, finding creative solutions to problems and turning uncertainty into opportunities.
	
Always keep our residents and customers in mind and are committed to delivering the best we can, while spending public money wisely.

Hold ourselves to high standards, acting as a role model. 

Live by our values and are focused on outcomes.

Prioritise wellbeing, leading with compassion and empathy.
	
Serve our residents and customers proactively and decisively, confident in our authority, autonomy and areas of expertise, and making courageous decisions. 

Support residents and customers to be as independent as possible, promoting self-service for those who want it, so we can provide greater support to those who need it.

Trust each other, and challenge unprofessional behaviour.

Actively create the environment and opportunities for learning and skills development, and each of us takes responsibility for making the most of them.



image1.png
WOKING

BOROUGH COUNCIL





