







RL19177/ BED008027/ A3704


JOB DESCRIPTION


Department:	Highways & Public Protection            Location: Pavilion Buildings / 
Magdalen House

Division: 	Transportation & Highway		     Post No: 	RL19177/ BED008027
		Infrastructure						

Team:		Parking Services

Post:		Parking Assistant	

Grade:	E	


Responsible to:	Parking Officer

Responsible for:	There are no direct reports


Job Purpose:

The Transportation & Highway Infrastructure Section provides a range of services which include Highway Maintenance, Transportation Planning & Highway Development, and Highway Management. The post is part of the Parking Services Team which provides services relating to on-street / off-street Parking. The post-holder will provide support to the Parking Officers in administering the procedures of parking services including dealing with Penalty Charge Notices to achieve the Council’s objectives.  

To deliver the following outcomes

1. Safe, accessible and sustainable transportation infrastructure
1. Supporting the Council’s wider outcomes

Main Duties and Responsibilities:
 
1. To review and respond to Penalty Charge Notice challenges in respect of Decriminalised Parking Enforcement in line with the Councils policies and procedures, including the issuing and recording of appropriate correspondence and documentation.

2. Maintain and update the Sections computerised records and manual filing systems.

3. Deal with the public in a professional and understanding manner in responding to queries about the parking service.  

4. Process cash/cheques and credit card payments in accordance with the Authority’s financial regulations.

5. Answer telephone queries regarding parking matters.



Outputs Required

(1) Corporate Outputs
Support the delivery of the ‘One Council’ approach to service delivery and cross departmental collaboration 

Promote effective communication, within the Council and externally.

Support corporate projects and initiatives and collaborate in cross service working. 

Help to actively promote the profile of Sefton as a place to live, work and visit.

To contribute to Council Priorities 


(2) Divisional Outputs
As a member of the Team, support the Senior Officers to deliver the Council’s Transport & Highways Infrastructure (T&HI) outcomes and objectives 

Assist to deliver the Councils Investment Programmes and Infrastructure Outcomes and Objectives


(3) Core Competencies
The Council operates a competency framework. This framework has been supplemented by T&HI to include more specific needs of the Division. This is available in more detail, but it aims to set out the types of behaviour expected at different levels of the Division, set against the following criteria:

· Valuing, developing and supporting our people
· Focusing on the customer
· Using Information to make decisions
· Planning and Managing resources
· Working as a team

The post holder will be required to demonstrate the ability to perform at the following competency levels: 

· Level 1 

The T&HI Core Competence Framework Guidance booklet is attached.

[bookmark: Pg23]Our behaviours should reflect the Values of T&HI as set out in the Vision, Mission and Values appendix, and contribute to the successful delivery of our outcomes. 


(4) Linkages
To deliver the outcomes for your role and your team, and to contribute to the delivery of Council outcomes, you will be expected to work with other teams within IPI, other corporate departments and outside agencies. Some of the critical relationships for your post include:

· Finance & ICT 

This does not represent an exhaustive list.


Special Conditions

None.


General

The post holder will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

The post holder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All members of staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Since confidential information may be involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.
All staff will undertake, and participate in training, coaching and development activities, as appropriate.

Note: 	Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  


Prepared by:	Dave Marrin
	
Designation: 	Manager – Highways Management

Date:			April 2019
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